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Shown here is the same 
GOODFORM No. 2123 
secretarial chair properly 
fitted to girls of different 
size and weight 


nN 








Productivity of office workers can be increased through proper seating 





Only pod, O1M,, adjustable aluminum chairs 
can correctly and comfortably seat everyone 


Mere ability to adjust height of seat 
and back is not enough to provide prop- 
er fit or comfort. Some so-called adjust- 
able chairs offer such limited range as 
to be of little or no practical value. 


Not so with GoopFrorM, the only chair 
with 5 point adjustment, designed to 
fit it properly and comfortably to every 
user regardless of size or weight. Seat 
and back are foam rubber cushioned 


MODE-MAKER, GENERALAIRE, 1600 LINE DESKS eGOODFORM ALUMINUM CHAIRS 


for even weight distribution . . . extra 


comfort all day long. 


But that’s not all—GOODFORM is a 
better investment because its all-metal 
frame and anodized aluminum finish 
mean permanent beauty . . . a business 
lifetime of service with minimum main- 
tenance. And there can be no rough 
edges to damage clothing or cause injury. 


See for yourself why GOODFORM is a 


SUPER-FILER MECHANIZED FILING EQUIPMENT e SHELVING e¢ PARTITIONS 


GF metal business furniture is a GOOD investment 
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better investment, today and for many 
years to come. Ask your local GF dealer 
.. or write The 
General Fireproofing Company, Dept. 
M-67, Youngstown 1, Ohio, for an in- 
formative booklet on office seating. 


for a demonstration. 











GENERAL 
FIREPROOFING 


Foremost in Meta! Business Furniture 
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Who quotes letters 





any more ? 





AGE-OLD PRACTICE REPLACED BY 


No need to dictate paragraphs quot- 
ing from letters, reports, news articles 
—to dictate the same text over and 
over again in separate memos to key 
men. 

So much easier to jot your com- 
ments on the original—like “Joe, note 
this”; “Bill, check this’—and send 
Price quoted subject 


to change 
without notice. 






ONLY $148... Kodak’s new Verifax 
Signet Copier makes 5 copies in 1 min- 
ute for just 242¢ each. Even one-man 
offices report saving its cost the very 
first month! Thousands in use. Pays to 
have one in every department. 


JUNE 1957 


Verifax copies to all concerned. 
(Your secretary can whisk out 5 of 
these errorfree copies in 1 minute for 
242¢ each. ) 

Lots of other short cuts. You'll an- 
swer half your mail without dictation 
and typing—save ten minutes here, 
ten minutes there . . . all day long. 
Safe to say your Verifax Copier will 
pay for itself the first month in sav- 
ings in dictation and typing, alone. 


[erifax Copying 


DOES MORE... COSTS LESS ... MISSES NOTHING 





EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of Don Herold’s 
new booklet “How I Learned the Verifax of Life.” 


Name 





Position 





VERIFAX COPYING IN THOUSANDS OF OFFICES 


Free . . . new Don Herold booklet. 
Famous cartoonist-humorist offers a 
painless treatise on latest office tech- 
niques—has smiles and work-saving tips 
for you and your secretary on every 
page. How to answer mail without dic- 
tation and typing « How to do“all-day” re- 
typing jobs in 20 minutes * How to make 
an offset master in 1 minute—Don goes 
on and on. Mailcoupon. Or phone nearest 
Verifax dealer listed in “yellow pages” 
under “Photocopying Equipment.” 







197-6 








Company 


Street 











City State 
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UDERN... MODULAR... MOVABLE... MILLS 


The complete modular integration of movable walls with ceilings and 
floor plans... an entirely new concept in space flexibility... is 
achieved in modern interiors by Mills. They give you Space Control. 
As changes occur in your space requirements, Mills Walls can be 
moved to fit new layouts... quickly and easily...without dust, debris 
or commotion... without interrupting your normal use of space. 


Exclusive basic features in the design and construction of Mills 
Walls particularly facilitate the creation of beautiful modern decor 
and personalized custom interiors with any of the host of new 
finishing materials now available .. . textured finishes of fabric... 
grass cloth...wood veneer... compositions of glass and cork... 
scores of other combinations. 


THE MILLS COMPANY + 969 Wayside Road + Cleveland 10, Ohio 


For more information on the newest 
and finest in movable walls today 
write for the 1957 Mills Catalog. 
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...over 100,000,000 
GEORGIA TELEPHONE EXPANSION 


Rings Out Progress and Profit for Industry 


Georgia Offers Industry so many real advantages. A large supply 
of willing, trainable labor, abundant water, natural resources, coop- 
erative local and state governments, good transportation—all made 
even more valuable by excellent communications facilities. Its tele- 
phone network is expanding at one of the fastest rates in the nation. 

Over $100,000,000 is going into 1956-1957 telephone construction 
to serve the state’s growth. More than 67,000 telephones were added 
in Georgia in 1956 and this year an additional 85,000 are forecast 
for a total of some 968,000 in service by the year’s end. 

Georgia people use the phone more than five million times a day 
to get things done faster. Atlanta is the third largest long distance 
switching center in the U. S. 

All this means that when you locate your new plant, warehouse 
or branch in Georgia, you have access to this vast and growing tele- 
phone system that brings the rich southeastern market closer and 
helps you build extra profits. This large telephone expansion also 
offers an accurate index to the amazing growth of the market itself. 

Call, or mail the coupon, today for detailed information about 
Georgia’s advantages for your operation. All inquiries handled in 
strict confidence. ihe 


Georgia |.) Forward 
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¢¢ eee © eMAIL TODAY—PROFIT TOMORROW® eee eee 
Scott Candler Send me the facts about Industrial Georgia, especially 
Secretary of Commerce concernina 
Georgia Department 
of Commerce 
100 State Capitol ates Positi 
Dept. KTE67 ss 
Atlanta 3, Georgia Company 
Phone: JAckson 3-1706 pon 
This message sponsored jointly by: The State of Georgia, The Georgia Cham- 
@ @ @ @ ber of Commerce and Southern Bell Telephone and Telegraph Company. @ @ @ @ 
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It’s somebody you know... 
00. 
78. MAYBE YOU have never done business GREYVAN operates on the same princi- 
ma with Greyvan long-distance movers. But __ ples. We try to be less concerned with how 
you do know Greyhound. You know the much we do than with how well we do it. 
ca policies that made Greyhound famous:  That’s why, on any long-distance moving 
jam e Careful, courteous drivers job, large or small, more and more Traffic 
be e Clean, modern equipment Managers recommend: 
ins e On-time service 
- e Scrupulous fairness in all dealings =e “Give it to GREYVAN, to be SURE!” 
es GREYVAN LINES 
the INCORPORATED 
a General Office: 57 West Grand Avenue, Chicago 10 
Pa see _ I ee ree 
i. Cale / THE GREYHOUND MOVERS 
y A ee in ¢ LONG-DISTANCE MOVING AND STORAGE 
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E. F. Hutton & Company’s Phoenix office is one of the many branch offices coast to coast linked by Western Union private wires. 


WESTERN UNION 
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Western Union sets a new standard 
in brokerage communications—where 


speed and the written record are vital 


Custom-built, engineered and maintained by 
Western Union, E. F. Hutton & Company’s fully 
automatic private wire system links offices from 
coast to coast. It is the world’s newest and most 
efficient. Orders are flashed to Hutton’s New York 
office—immediately transmitted to the Exchange 
—confirmation is accomplished with equal speed. 


The system is fully automatic. It gives priority 
business—buy and sell orders—instantaneous 
right of way over nonpriority routine messages 
and general market information. It ‘‘remembers,”’ 
so that messages cannot be lost or forgotten. And 
it is used in integrated data processing—for ac- 
counting, billing and filing entirely by machine. 


How about your business? Western Union can 
tailor-make a private wire system to fit your com- 
munications needs. For more: information, send a 
collect wire today to Western Union, Private Wire 
Division, New York. It may well be your single 
most important decision of 1957. 





TELEGRAM 





q 3) WESTERN UNION} | hp 





IN ... first in private wire systems 
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When time counts- 


count on the Tickometer ! 






















e Forty-six telephone companies 
are using Tickometers to count and 


imprint on toll charge slips, and get 


@ In thousands of companies, routine repetitive jobs 
such as counting, stamping, consecutive numbering, 
cancelling, coding, signing checks and receipts, have 
been taken over by the Tickometer—which does these 
jobs far faster, with substantial savings in payroll time. 
e The Tickometer is fast, can count and/or mark up to 
1,000 items a minute—checks, cards, coupons, sales and 
production slips, tickets, tags, product labels. It has 

/ innumerable uses. And it is so accurate banks use it to 
count currency! 

@ Easy to set up and use, the Tickometer can be used 
by anybody. Feeds and stacks automatically, 
registers partial or full totals, and 
can be set for a predetermined count. 
e@ You can rent or buy a Tickometer. 
Service from 297 points, coast to 
coast. Ask the nearest Pitney- Bowes 


office to show you. Or send the 





coupon for free illustrated booklet 


and case studies of actual savings. 


Pitney- Bowes PITNEY-BOWES, INC. 


—_ 
eee 
nin 4529 Walnut Street 
2 TICKOM serene 
TICK ) 
a 
v (_] Send free Tickometer booklet & case studies 


Counting & Imprinting Machine 


Made by originators of the postage meter | 
.. Offices in 102 cities in U.S. and Canada 
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=> 
WORK SMARTER...NOT HARDER! 


..- AN EASIER WAY TO MAKE A LIVING 





It’s after hours, you’re short of help... still work 

stacks up, backs up, piles high. There must be an easier way. 

And there is... ELECTRONIC LONGHAND. With a stroke 

of the ELECTRONIC PEN you send instructions, messages, 

data to one point or many... within your building or miles 

away. They are received instantly, and exactly as you 

sent them, with a permanent record for all. Throughout the 

world, TelAutograph* telescriber systems of ELECTRONIC 

LONGHAND are speeding workflow, saving time, reducing 
overhead. Wouldn’t you like to work smarter, not harder, > 

and be able to see the top of your desk again? cunt oe einai pr: hein = 


Get complete details, without obligation... just Telluitograph cominaeneunes 


fill out this coupon and mail it now. 
Los Angeles 45, Calif. 





Yo 5 A / I want to WORK SMARTER, NOT HARDER. Mail literature on 





NAME poe a = aoe ___ POSITION TPES Ms fs aw 
Telecommunications STREET _enry : 
since 1888 
COUNTY ____ : ‘ se _STATE 


TYRE GF SUG ee. 





57 Teuuilograph CORF 


*Trademark Reg. U.S. Pot. Off 


| 
| 
| 
| 
| 
| 
Pioneer in COMPANY __ 
| 
| 
| 
| 
| 
| 
| 
| 


TELAUTOGRAPH CORPORATION « 8700 Bellanca Ave., Los Angeles 45, California Dept. B 
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point and 
counter 
point 


LETTERS TO THE EDITOR 




















































Safety in planes 
Str: In your April issue of MANAGE- 
MENT MeEtTHops I read with interest 
the article “How to use a company 
plane profitably.” There was one state- 
ment in the article which I would 
greatly appreciate your explaining— 
“As for safety, figures show you're 
safer in your own plane than in a 
car. There are more than eight times 
as many fatalities in passenger autos 

| and taxis than in all types of business 

aircraft.” 

On the surface it looks as though we 
are to draw the conclusion that air- 
planes are eight times as safe as auto- 
mobiles. Would you kindly let me 
know whether or not this eight times 
as safe idea came from a comparison 
of the number of accidents by each 
type of transportation or whether the 
number of accidents was properly 
rated for the difference between the 
number of automobiles and the num- 
ber of aircraft actually operated? Do 
you have any definite information on 





MOVING TIPS FOR BUSY EXECUTIVES: the accident ratio per mile or per 
hour between cars and planes. 
Mayfl ’s Scientific R h :, LUTZ, GEN 
ay ower 's Scientific esearc D. E. LUTZ, GEN. MGR. 
ee DAILY MOTOR EXPRESS, INC. 
Makes Moving Safer CARLISLE, PA. 
Doing a better job for your people and your company, year after m The statement that business planes 
year, is the aim of the Research and Development program carried on are safer than cars is based on figures 
constantly in the Mayflower organization. It has produced many new compiled by the Civil Aeronautics 
ideas, methods, materials and equipment to protect household goods Board, the National Safety Council, 
better, increase efficiency, and reduce work for shippers. Any improve- the American Automobile Association 


and other agencies. The figures show 
that for the six-year period 1949-54, 
there were 0.346 accident fatalities per 
100 million passenger miles travelled 
in all types of business aircraft, and 


ment, great or small, is important. Just the simple idea of wrapping in 
red tissue small, easily over-looked pieces has many times helped pre- 
vent their loss. So it is with Mayflower’s decision to eliminate tailgates 
from its vans ... and the development of its standardized packing ma- 


terials and methods. You can count on Mayflower for leadership in 2.816 fatalities per 100 million pas- 
providing America’s Finest Long Distance Moving Service, not only senger miles in autos and taxis. 
today, but also tomorrow. EDITOR 


AERO MAYFLOWER TRANSIT COMPANY, INC. - INDIANAPOLIS ‘ 
Your foreman relations 


Srr: Mr. Bennett’s axioms [“10 ways 
to measure your foreman relations,” 


— AERO MM, Apr. 757] should be made into 

i \ee al Ma flowe Ten Commandments for top manage- 
~— =e / ment. For more than 20 years we've 

Pe NATION-WIDE been telling foremen how important 
FURNITURE MOVERS they are... But somehow they 

don’t believe it, at least many of the 
foremen I talk to don’t believe it. 


Many of them still think of them- 
selves as management men in name 
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your company is judged 
by the office you keep! 


>. 









First impressions are usually lasting impressions. For this rea- 
son giant enterprises such as the Ford Motor Co., Western 
Electric, General Motors and the Bethlehem Steel Corporation, 
to name a few, use Cole Steel equipment. In addition, thousands 
of smaller firms, medical offices, architects, accountants and 
engineers specify Cole Steel equipment. | Send for our latest catalog 






~ COLE-STEEL> 


C Ae OL EauiemEnr coune. EW VOR 


Cole Steel Equipment Co., Inc. - 415 Madison Ave., New York 17, N.Y. + Canada: 329 Dufferin St., Toronto, Ont. 





New Development 
Reduces Lost Time | 
in Coffee Breaks! | 


Vend-Pack Dispenser 
Mfd. by Lehigh Inc., 
- Easton, Pa. 
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NESTLE’S Finest Instant Drinks Now 
in Individual Servings for Vending on the Job! 


@ NESCAFE INSTANT COFFEE @ NESTLE’S EVERREADY 
Exclusive 3-in-1 pack COCOA. Largest selling 
contains famous Nescafé In- instant cocoa on the market! 
stant Coffee, Nescreme (an Famous for its rich, tempting 
instant dairy product for use hot chocolate flavor! Con- 
in coffee) and sugar. tains whole milk and sugar. 







NESTLE’S HIGH PROTEIN 

BOUILLON DRINKS. Deli- 
cious! High in protein, low in 
calories — for a quick pick- 
up! BEEF or CHICKEN. Two 
crisp crackers included. 


Perfect for large and small organizations! 


Ready to drink — instantly! Just add hot water! Now you can 
make Nestlé’s hot drinks available on-the-job and cut down 
the lost time in coffee time. No more employee time wasted 
collecting and telephoning coffee orders...no more reason for 
those mysterious 15 to 20 minute employee disappearances. 

Delicious hot coffee, cocoa, and bouillon are always avail- 
able— made on the spot to individual taste. Can be as handy 
, as the water cooler in your office or plant! For full details 
‘ on how to get new Nestlé’s vend-packs, and information 
about the new vend-pack dispensing machine, use the handy 
coupon. Mail it today! 





| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 


Here's why 
employees preter 


1 
Vending Products Dept. C-2, Box 695 | 
The Nestlé Company, Inc., | 
d-Packs 2 William Street, White Plains, N. Y. | 
Please send, without obligation, more information on | 
Nestlé’s vend-packs and the dispensing machines. | 


Nestle’s Ven 


World-famous quality! 


| 
| 
| 
| 
Costs less! | 
| 
| 
| 
L 


On accah salpanaiaioodmand 
si iesieet COMPANY 
Made fresh to individual taste! ADDRESS 
Nothing to clean up! CITY 








Copyright 1957 The Nestlé Company, Inc. Nescafé, Nestlé’s, EverReady — Reg. U.S. Pat. Off. 
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only. They think of themselves in this 
way because we haven't backed up 
our talk with deeds. 

I received a note sometime ago 
from a foreman who complained that 
his boss, the plant manager, ig- 
nores all the rules of good supervision 
that were recommended in the fore- 
man training sessions he attended. 
This particular foreman prepared a 
rather humorous list of 10 suggestions 
for plant managers on how to de- 
moralize a foreman. . . . 


How to demoralize your foremen 


1. By-pass the foreman whenever you 
have anything to tell one of his men. If 
a worker has pulled a boner, go down 
into the shop and bawl him out. Skip the 
foreman. Don’t worry about lines of or- 
ganization and such nonsense in dealing 
with your subordinates. And don’t worry 
about anyone’s feelings. 

2. Whenever a department fails to 
meet its production schedules, rush down 
to the shop and start yelling at the fore- 
man, preferably before you have all the 
facts. To make doubly sure of your effec- 
tiveness, bawl him out before his men. 

3. When you want something done, 
make sure that it takes priority over any- 
thing else the foreman might be doing. 
Don’t worry about his other committ- 
ments. Keep hounding him until he real- 
izes who’s boss. 

4. When he gets into trouble, keep re- 
minding him that he’s in trouble. Don’t 
do anything concrete to help him. Im- 
press him with his incompetence. Keep 
finding fault and condemning him until 
he begins to feel like a worm. 

5. Never ask him for any advice. Don't 
discuss your problems with him. He may 
begin to think he’s really part of manage- 
ment. And if he has any ideas, step on 
them before he gets any illusions about 
his importance. 

6. Don’t give him any leeway in run- 
ning his department. The less freedom he 
has, the less likely he'll get you into trou- 
ble. Be sure that he understands that you 
will not countenance any mistakes under 
any circumstances. 

7. If he does a good job on occasion, 
disregard it. Let him know that’s what 
you have a right to expect. You can't af- 
ford to let him think he’s competent. He 
might ask for a raise. 

8. Delegate as little authority to him 
as possible. Don’t give him the feeling 
that you trust him. And if he gets into 
a jam, don’t back him up! Let him get 
out of it. He got himself into it. 

9. Keep pushing him all the time. 
Don't relieve him of any pressures. Pass 
along anything you can onto him. Don’t 
give him any time to think, to listen, to 
talk to his men. 

10. Encourage your foremen to com- 
pete against each other. Take advantage 
of their differences. Don’t try to build 
harmonious relations among them. They 
might unite against you. 


DR. MARTIN SCHAUL 
STAFF PSYCHOLOGIST 
NATIONAL FOREMEN’S INSTITUTE 
NEW LONDON, CONN. 
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Make them look better, last longer 


with LINCOLN care 


MACHINE 


Regular care with a Scrubber-Polisher and 
Vacuum will keep your floors attractive, 
cleaner, safer. And this “Lincoln Team’ 
will make the work easier for the operator, 
easier on your budget! Change to better 
methods now! Get a modern Lincoln Single 
Disc Machine to speed up and simplify 
everyday jobs of cleaning and polishing your 
floors and shampooing rugs. Step up effi- 
ciency, too, in wet or dry pick-up and oe Pepe 
dusting with a versatile Lincoln Vacuum. 
Send for literature sho wide choice of 
machine sizes for every 





LINCOLN 


FLOOR MACHINERY CO. 
Dept. 1, 1100 Haskins Road, Bowling Green, Ohio 


FOUNDED 1896... 
THE OLDEST AND MOST RESPECTED NAME IN FLOOR MACHINES 
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A NOTE Let Those Heavenly Carpets by Lees go to work for your 


company’s future! Here are 12 ways Lees Carpets do a fine job 
GFE LFES around-the-clock for any business: They provide quiet, safety, 
comfort, hospitality, beauty, warmth, better visitor reaction, ease 
and lower cost of maintenance, merchandise protection, better 
CARPETS work environment, employee loyalty. Be wise— put these 
down-to-earth plusses to work in your profit picture now. 


TODAY 


Learn how Lees can work with you on the 
purchase of carpet at all price levels. Write 


CARPETS 





COMMERCIAL CARPET DIVISION - JAMES LEES &@ SONS CO. - BRIDGEPORT, PENNA. 
(Cirele number 432 for more laformation) 


MANAGEMENT METHODS 





' 
i 
4 
4 
' 
f 
i 
! 
| 
* 
| 
£ 
' 
| 
| 
| 
a 
4 
| 
‘ 
i 
£ 
t 
a 
i 
i 
i 
i 
i 
i 
q 
i 
a 
t 
i 
g 
3 
: 
z 
| 
i 
i 
a 
i 
a 
! 
a 
' 
t 
i 
i 
a 
é 
z 
: 
g 
i 
a 
: 
4 
‘ 
4 
7 
a 
' 
i 
i 
! 
q 
i 
4 


— 
c 





ee eee LLCLCLCLLCELELEAL LLL 


THESE 12 FIRMS 


SLASH COSTS WITH 





Pee wn Reve Ram Dormpany 
cute OSE AOS KEYMRORE CONtral with P-A-® 


i ae 


Draw upon this rich source of ideas—check as many as you like! 


1774. How a $180,000,000 finan- 
cial institution, Talman Federal, im- 
proves customer service. P-A-X tele- 
phones unite all departments for fast, 
convenient customer service. 

1764. Revere Copper & Brass keeps 
company-wide control of operations, 
reports new efficiency, greater time- 
savings with plant-owned P-A-X tele- 
phone system. 

1770. How Glens Falls Insurance 
Company saves countless steps, cuts 
paperwork, speeds operations with 
P-A-X inside telephone system. 
1766. How Crown Cork & Seal 
Company speeds communications and 
saves money with its privately owned 
P-A-X business telephone system. 
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A X business telephone systems 


It’s easy to learn more about the P-A-X way 


to improve communications and hold down 


operating expenses. Simply check the case his- 
tories you want, tear out this page and mail it 


to us. Why not do it now? 
You'll see exactly how these twelve top or- 


ganizations keep rented switchboards free for 
outside calls ... handle ‘“‘inside’”’ calls via 


P-A-X, in a split second. . . provide immediate, 
private, person-to-person contact between all 


departments . . . cut the high cost of rented 
telephone equipment . . . save time and money. 





O 
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AUTOMATIC a5 ELECTRIC 


A MEMBER OF THE GENERAL TELEPHONE SYSTEM 


ONE OF AMERICA’S GREAT COMMUNICATIONS SYSTEMS 


1771. How Pheoll Manufacturing 
Company co-ordinates and speeds its 
operations with P-A-X inside telephone 
system. 


1773. For over 38 years, Bunte- 
Chase Candy Company executives have 
enjoyed fingertip control of operations 
and production with the help of P-A-X 
telephones. 


1769. How plant-owned P-A-X tele- 
phones sharpen efficiency, conserve 
manpower for Detroit Hardware Manu- 
facturing Company. 

1768. How Alexander Film Com- 
pany co-ordinates scores of operations, 
many departments, with its P-A-X busi- 
ness telephone system. 


how PAN helps 
Tubman Pritehad 


Hak customer Service 


J 


O 


eid RR a 


1763. How the L & N Railroad links 
system-wide operations directly through 
its own unified P-A-X telephone net- 
work. Company officials report striking 
savings in time and money. 

1762. How Jacob Ruppert Brewery 
maintains close control over every 
brewery operation with its own P-A-X 
business telephone system. 

1761. In the business of running 
Mumford High School, P-A-X inside 
telephones provide immediate private 
contact between persons in all depart- 
ments. 

1772. At St. Francis Hospital, inside 
calls continue without interruption, 
even if emergencies swamp the city 
telephone lines. 


EXECUTIVES -tear out this page and mall today!" "** "eee s#4 





Chicago 7, Illinois 


Name 
ae 


Address 


MAIL THIS ENTIRE PAGE - RIGHT NOW! 


AUTOMATIC ELECTRIC SALES CORPORATION 
1033 W. Van Buren Street 


Please send me the case histories I have checked above. 

















City 
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AN ©. IMI survey oF COMPANY PRACTICE 


Vacations are becoming longer and vacation poli- 
cies are being liberalized in other ways—but not to 
the extent that most executives apparently think. 


Here are the facts of the trend plus the forces be- 


hind it. 


1. 


What management thinks about 





Sally Nathanial, 
a typist with five years of service 
with a New York insurance com- 
pany, has made reservations to 
spend her three-week vacation at 
a Pennsylvania resort hotel. Mi- 
chael Peterson, a 48-year-old ma- 
chinist in a Milwaukee factory, has 


WHAT THEY SAID 


Has your company increased the length 
of vacations for some or all employees 
during the past five years? 

YO s RRR 


2. Do you believe there has been a general 


trend toward longer vacations during the 
past five years? 
Vos iilebsaRteRE: soe So 
no 4.5% 


3. Do you believe there will be a general 


trend toward longer vacations during the 
next five years? 


yes (atewanmomiaees = «85 5° ~ 
no 14.5% 


4. What are the chances your firm will 


lengthen vacations during the next five 
years? 


probably or definitely 24% 


unlikely or possibly “=n 76% 


5. What primary factors does your company 


16 


consider in determining length of vaca- 
tion for its people? 


length of service 98.5% 
union contract 29.0% 


employee's position 9% 23.0% 





6. For these employee groups does your 


company allow a maximum vacation of 
two weeks or less (color bar), or three 


weeks or more? 
hourly workers ; 
clerical workers 
SUPEFVISOrY GrOUP wx 


management group gen 


apply to your company? 


split vacations allowed © 
winter vacations allowed ~~ 


pay for unused vacation = 
if employment is ~~ 
terminated 


some or all vacations 
must be taken at 
annual shutdown 


double pay if vacation 
not used 


employees must take 
vacations 


accumulating vacations 
allowed 


excess sick leave, etc., 
deducted from vacation 





7. Which of the following vacation practices 


MANAGEMENT METHODS 








vacations 


patched up his tent for a 17-day 
Canadian fishing trip. A foreman 
in a San Francisco warehouse took 
no vacation last year and will take 
none this summer, instead intends 
to take his wife to Hawaii for six 
weeks in February, then will take 
his regular three-week vacation 
again next summer. Last month, a 
young vice president of a large 
Eastern chemical company set out 
on his annual six-week vacation 
travels, this time for a _ junket 
through Africa. 

A survey just completed by 
MANAGEMENT METHODS confirms 
the widely held belief that com- 
pany vacation policies have be- 
come more liberal at all levels. 
Further, the majority of company 
officials who took part in the sur- 
vey are convinced that the trend 
of more and more vacation liber- 
alization will continue in the years 
ahead. 

Surprisingly, however, the 
stretch in vacations is not as wide- 
spread, apparently, as most execu- 
tives believe. For example, while 
almost all (95.5%) of the respond- 
ents to MM’s survey are of ‘the 
opinion that vacations have _be- 
come generally longer during the 
past five years, only 59% said their 
own firms have liberalized vaca- 
tions during this period. And while 
85.5% said they think vacations will 
continue to become longer during 
the next five years, three fourths 
of them said it is unlikely or only 
possible that their own firms will 
lengthen vacations in this time. 

Nonetheless, there is no doubt 
that vacations have become longer 
in many firms, and that vacation 
policies have been liberalized in 
other ways. Two forces stand out 
as dominant causes of this move: 
union influence and management's 
efforts to improve employee rela- 
tions. In MM’s survey, 63.5% rated 
union influence as a primary rea- 
son for the trend, and 62% said 
that vacations have been length- 
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Copies business facts and figures as fast 
as you Say, “No chemicals or negatives." 


All-new and All-Electric! This modern, newly styled 
THERMO-FAX “‘Secretary’’ Copying Machine gives you 
copies of letters, statements, orders, invoices and other 
business data right when you need them. You make copies 
in 4 quick seconds for as little as 
5¢ each. All-Electric machine 
eliminates chemicals, negatives 
and special installations. And 
now you get all these exclusive 
advantages of the only dry proc- 
ess copy maker for just $299.00*. 
Send coupon below for details. 








Thermo-Fax 


COPYING PRODUCTS 





ef 


OOUcY o, 
» 


*Syugeested retail price. 


SJ 
Theterms THERMO-FAX and SECRETARY are trademarks of Minnesota Mining & Mfg.Co., St.Paul 
aeueece~ 6, Minn. Gen. Export: 99 Park Ave, New York 16, N. Y. In Canada: P. 0. Box 757, London, Ont. 

















r—-——-————_—_-—-------------- 1 
| Minnesota Mining & Manufacturing Company | 
| Dept. NK-67, St. Paul 6, Minnesota 
| Send full details on the cost-cutting new THERMO-FAX “Secretary” | 
Copying Machine. 
| Name | 
| Company | 
| | 
Address 

| | 
| City Zone State | 
1. 
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For larger offices, the 4200 electric 
model...stamps and seals 300 letters 
in two minutes! 


PITNEY-BOWES 


Postage 
Meter 


--. Offices in 102 cities 
in U.S. and Canada 


al@yip 





Now every office 
can have one! 


@ Even if you average $1 a day or less for postage 
—you can have a DM, desk-model postage meter. 
Ideal for small branches. 

@ The DM prints postage—any amount, for any 
kind of mail, directly on the envelope. With a 
dated postmark that helps speed your mail 
through the postoffice. Prints a small ad, too, if 
you like. Even handles parcel post. 

@ There’s a moistener for sealing envelopes. 

A whole day’s mail can be stamped and sealed in 
a few minutes. Anybody can use a postage meter, 
save mailing time—and postage. 

@ The postage meter is set by the postoffice for 
any amount of postage you need. Your postage in 
a meter is protected from damage, loss, misuse, 
and is automatically accounted for. And the DM 
provides postage control, even in branches. 

@ There's a postage meter model for every 
office, large or small. Ask the nearest Pitney-Bowes 
office to show you. Or send coupon 
for free illustrated booklet. 


FREE: Handy desk or wall 
chart of Postal Rates, with parcel 
post map and zone finder. 






as LOSTAGE 
— ay ore #3 


= 
) FoR oN 


Boo {Oo 4\-_ 8 = 
(ae | c pate ae 03) 
HERE ST pt Aes : 
PitNEY-Bowes, INC. (== NE 000 

4532 Pacific St., Stamford, Conn. 


Send free booklet (_) Postal Rate Chart( ) to 





Name. 


Address = pote 





(Circle number 435 for more informetion 








ened because this makes people 
better employees. 

The validity of these answers is 
borne out by the fact that of the 
executives who said their compa- 
nies have liberalized, well over half 
(59%) said that all employees have 
benefited. The time was when 
the three-, four- or six-week vaca- 
tion was reserved as a privilege of 
management, or ceremoniously be- 
stowed upon the super long-term 
worker. Now, however, it has be- 
come a very real and _ attainable 
benefit for workers after only rela- 
tively short terms of service. 

Vacation liberalization has un- 
questionably been forced upon 
management from two directions. 
When the union wins a demand 
for more vacation for its members, 
the benefit naturally accrues in 
time to other people in the com- 
pany. Second, firms have been 
forced to liberalize their vacation 
policies because they must com- 
pete with each other in attracting 
and holding scarce personnel. 

On the other hand, the findings 
in MM’s research show that man- 
agement has its own reasons for 
favoring vacation liberalization. 
For example, 22% of the MM sur- 
vey respondents said they consid- 
er the therapeutic value of longer 
vacations a major consideration 
and 24% counted the heightened 
pace of business among their ma- 
jor reasons for the trend. In other 
words, under today’s business con- 
ditions, the man or woman who is 
given more vacation time off tends 
to be a better and more depend- 
able worker during the months he 
or she is on the job. 

The survey shows that vacation 
policies have been liberalized in 
other wavs than number of days or 
weeks. For example, over two- 
thirds of the surveyed firms (68%) 
now allow (or encourage) winter 
vacations, and over three-fourths 
(80%) allow split vacations. Both 
of these practices were frowned 
upon by perhaps the majority of 
companies in the past. Fewer than 
8% of the surveyed companies de- 
duct excess sick leave and other 
absences from the vacation time 
allowed. 

The fact that 23% of the com- 
panies surveyed actually force 
their people to take a vacation, 
i.e. employees can’t plead that 


| they are indispensable or too busy, 
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New Air-Van Service moves houseful of 7 
furniture coast to coast—overnight ! 








United Air Lines and North American Van Lines team up to 
provide a fast, new service for “executives on the move.” 


Executives transferred to key cities in the U. S. and over- 
seas can be moved lock, stock and barrel without wait- 
ing, worry or the expenses of hotel living. New, unique 
Air-Van Service combines the finest features of North 
American Van Lines and United Air Lines Air Freight. 
Expert handling. North American Van Lines personnel take 
over the complete job of packing. Every piece is individually 
prepared for shipment. 

Special containers. New-type Air-Van units hold up to 
1200 Ibs. each, travel door to door as a sealed unit. 


Typical Air-Van Door-to-Door Rates for 4 Rooms 


PPIELADELPTUA t) DETROIT .. 1... sce s SR 
BOGTON to CLEVELAND .....0.820656802. Oe 
EWAN t0 CHICAGO ....... Hace eee ne » Se 
LOS ANGELES to CHICAGO . $1038 
NEW YORK to SAN FRANCISCO . $1306 


Rates shown are for information only, are subject to change, and do not include the 
3% federal tax on domestic Air Freight shipments. 


Door-to-door service 


SHIP FAST...SHIP SURE...SHIP EASY 





Newest cargo planes. Giant, 300-mph DC-6A Cargoliners 
operate on regular overnight schedules between 12 major 
terminals on United Air Lines’ 14,000-mile route, serve the 
main international gateway cities on the East and West coasts. 


Reserved Air Freight guarantees that space will be available 
for an Air-Van shipment on a DC-6A Cargoliner leaving 
that night. 


Next-day delivery in many areas of U.S. Air-Van Service 
usually means that furniture is delivered and unpacked by 
the time the family arrives. 


Vancouver, B. C. 





New York—Newark 
Philadelphia 


Baltimore 
Washington, D. C. 


San Diego 8 





For service, information, or free Air-Van estimate, call the nearest North American Van Lines or United Air Lines representative, or write Cargo Sales Division, United Air Lines, Chicago 3, III. 


(Circle number 436 for more information) 


JUNE 1957 


19 








Bank building lists comfort 


of COTTON’ among assets 
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*Fairfax Towels used by Oakland Bank of Commerce are 
supplied by Oakland California Towel Co., Oakland, Cal. 


For further proof that comfort is a common denominator, consult the Oak- 
land Bank of Commerce, Oakland, California. In establishing good relations 
with both bank employees and building tenants, the bank has stressed 
“personal comfort” by providing soft cotton towels in all washrooms. Re- 


sults have been highly rewarding, for over thirty years. 


Furthermore, certain tangible benefits go along with good “people rela- 
tions,” when cotton towels are on the job. Washrooms are easier to main- 
tain, more economical to keep clean. Sanitation is better, fire hazard is 
reduced. In the words of the bank’s building manager, “safety and good 


will are well established.” 


This is the kind of experience that points up more than one good reason 
why you should give the towel job to cotton in your plant, office building or 
institution. For free booklet on how cotton towel service will help you, write 


Fairfax, Dept. 65 Worth Street, New York 13, N.Y. 


Here’s How Linen Supply Works... 


or TOWEL SUPPLY in your classified telephone book. 


e270, 


Fairlax-lowels ‘&: 


Exe 
s 


WELLINGTON SEARS COMPANY, 65 WORTH STREET, NEW YORK 13, N. Y-  smracrnmeco 
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You buy nothing! Your linen supply dealer furnishes 
everything at low service cost—cabinets, pickup and 
delivery, automatic supply of freshly laundered towels 
and uniforms. Quantities can be increased or de- 
creased on short notice. Just look up LINEN SUPPLY 








Clean Cotton Towels... 
Sure Sign of Good Management 





is added evidence of the manage- 
ment attitude that a vacation is a 
necessity, not a fringe. 

Many firms are, of course, stand- 
ing pat on a vacation maximum of 
two weeks—and a few have a maxi- 
mum of only one week for em- 
ployees below the supervisory lev- 
el. Such firms, however, are now 
in the minority, according to MM’s 
study. Whereas 5% of responding 
firms have a maximum of one week 
for hourly workers, and 41% have 
a maximum of two weeks, 54% pro- 
vide hourly people with a maxi- 
mum of three or four weeks. For 
clerical workers, 58% of the sur- 
veyed firms go up to three or four 
weeks. At the supervisory level, 
the figure is 66% of the firms and 
76% for management people. 

Length of service remains the 
predominant factor in determining 
length of vacation (98.5% of the 
surveyed firms). Union contracts 
are the second most common fac- 
tor, specified by 29% of the re- 
spondents. Although an employ- 
ees position in the company is 
considered by 23% of the firms, the 
survey shows that salary level, per- 
formance, and the superior’s rec- 
ommendation are seldom if ever 
involved. Only 4.5% of the sur- 
veyed firms allowed that length of 
an employee's vacation is deter- 
mined in whole or in part by man- 
agement’s discretion. 

The prevailing management at- 
titude on vacations is that they are 
a purposeful means of helping com- 
pany people become better em- 
ployees. The vacation policy of 
Western Life Insurance Co. of 
Helena, Mont., is representative of 
this attitude. This company’s memo 
to employees on the vacation poli- 
cy begins with this sentence: “The 
purpose of vacation is to rest, re- 
lax, forget everyday work—and re- 
turn refreshed.” m/m 





A review of 
current surveys 








Forecasting becomes staff function 

Consumer buying is the principal 
economic indicator used in busi- 
ness forecasting, according to an 
American Management Association 
survey of company presidents. Re- 


MANAGEMENT METHODS 








CHETT HUNTLEY: “Paper communicates in two ways... to the eye... to the touch. It may speak with urgency or 
eloquence. But it is never without a voice.”—Mr. Huntley is a noted NBC news analyst and reporter. 


% 


Better papers are made with Cotton Fiber 


Cotton fiber is king among papermaking materials. It provides unequalled beauty, Ser Te 
strength and permanence. Has for generations. United States currency, for exam- 

ple, is engraved on paper containing cotton and linen fiber. Because of its unique 

characteristics and the special equipment used in its processing, cotton fiber 

makes a top quality paper through and through. When you buy paper — buy 

value. Specify cotton fiber papers. 


YOUR SUPPLIER KNOWS ... why papers made of cotton fiber (25% mini- 


mum to 100% in the best grades) perform better in a variety of uses. Ask him y 

about cotton fiber business and social stationery, indexes, ledgers, onion skin and 

drawing, tracing, blue print and other papers. ot AN ed 
*¥LOOK FOR “COTTON” OR “RAG” IN THE WATERMARK OR LABEL 


© Cotton Fiber Paper Manufacturers, 122 Fast 42nd St., New York City 
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. . « In addition to inter- 
office mail, an average of 
30 bags of mail are re- 
ceived and distributed 
before noon through 10 
floors of its New York 
office without tying up 
messengers and elevators. 


. » » Loads and unloads 
over 70,000 pieces of mail 
daily—with delivery every 
half-hour, thanks to its Se- 
lective Vertical Conveyor. 


eevee 










mountains of mail with LAMSON 
SELECTIVE VERTICAL CONVEYORS 


For floor-to-floor transfer of mail, modern business uses Lamson 
Selective Vertical Conveyors. The conveyors carry correspondence 
and other items in deep, individual trays, serving all floors of a 
multi-story installation simultaneously, at a rate of ten dispatches 


per minute. 


In performing all operations automatically, Lamson Selective Verti- 
cal Conveyors assure a uniform and regular flow of paperwork .. . 


avoiding “batch” deliveries .. . 


and maintain a level work load 


within all departments at all times. Elevator service, too, is materially 
improved since inter-floor messengers no longer “crowd out” 


passengers. 


Why not talk over your vertical-transfer-of-materials-problems 
with a Lamson engineer? He'll show you ways to increase efficiency 


and cut costs. 





LAMSON CORPORATION 


114 Lamson Street, Syracuse 1, New York 


Plants in Syracuse and San Francisco 
Offices in Principal C.ties 


[-] Have an engineer call me for 
an appointment. | 


| 
| 
[] Send me the 12-page cata- | 


| log on Lamson Selective Vertical 
| Conveyors. 
| 
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| sponding executives rank it even 


higher than trend figures in their 
own industries. 

Almost all the presidents who re- 
plied also depend heavily on trade 
publications for information on 
business trends. 

Significantly, in more than two- 
fifths of the responding companies 


| the job of forecasting is definitely 





assigned to staff personnel. This 
practice is more common in large 
companies than in small ones, and 
in service firms than in manufac- 
turing firms. 

Most of the firms surveyed be- 
gan to assign company personnel 
to prepare forecasts especially tail- 
ored to their needs within the past 
12 years. In most of them, forecast- 
ing is not a full-time job. The fact, 
however, that someone is appoint- 
ed to do it is evidence of a grow- 
ing management interest in eco- 
nomic forecasting. 


Personal contacts best source 
of executive recruits 


Experience shows that when you 
are seeking to recruit executives 
for your company, your best source 
is your own business contacts. 

This point was made by a ma- 
jority of respondents to a survey 
conducted by the American Man- 
agement Association. 

Other major sources regularly 
used for recruiting executive talent 
are personal recommendations of 
friends, advertisements, consulting 
firms, and employment agencies. 

Close to half the firms surveyed 
have or are developing routine pro- 
cedures for handling executive 
candidates. For top management 
jobs there are seldom fewer than 
two interviews and much more fre- 
quently there are four or five. The 
decision to hire is made most often 
by top management or by some 
other group of persons, rather than 
by an individual. In only one-tenth 
of the companies surveyed is the 
decision left solely to the recruit’s 
immediate superior. 

In filling middle management 
jobs, two, three or four men usu- 
ally interview candidates. The im- 
mediate superior alone makes the 
hiring decision in about one com- 


| pany out of four; in most of the 
| others it is a joint decision involv- 


ing members of top management. 
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The basic unit 
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So unique in its field is the fully automatic Friden Calculator that 
it is called The Thinking Machine Of American Business 


The reason is: Exclusive features enable the Friden to perform 
more steps in figure-work without operator decisions than any 
other calculating machine ever developed! 


@ At the heart and base of automatic figure-work in the e 
modern office is the Friden Calculator. And here it will be 
always...indispensable equipment for every kind and size 
of business...the essential programmer in many IDP sys- 
tems. Watch this brilliant, fully automatic Calculator deliver 
near instantaneous answers at the touch of a key. See how 


completely it takes over everyday statistical work for pay- bri ' ti fi 
, shi . oo ‘ mes tS matic omce 

roll, invoicing, inventory, sales analysis, all the figuring rings you an automa 

you do. Can be operated by anyone with the simplest in- Commercial Controls Corporation, Rechester, N. Y., Subsidiary 


struction. Many models, sizes, prices. Invite in the Friden © Friden Calculating Machine Co., Inc., San Leandro, Calif. 
' 


Man to show you! —sales, instruction, service throughout U.S. and world. 
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Everything is in the drawers—letter trays, phone, wastebasket, etc. 


How to get a new outlook on work 


SOOO EE ESSE EEE EEEEEEEEEEEEE HEE SEES EEE EESEEEEE EEE EES EEE EEE EEE EE ES EEE ES EEEEEEEEEEEEEEEE SEES 


This ingenious desk eliminates top clutter 


inside this ‘‘Clutter- Proof” desk. 
There are off-the-desk trays for 


and drawer hodgepodge 


eteecescoeees 


It’s remarkable how a clear desk top and orderly 
desk drawer interiors can give office people a fresh, 
new outlook on work. That’s exactly what a Shaw- 
Walker “‘Clutter-Proof’’ Desk does. 

The rewards are great — better work, faster, easier 
—and working space on desk top is nearly doubled. 

How’s it done? Fully 75% of the things that drift 
around on tops of other desks have a specific place 






4 


Built Like a 


Pa 





——= 








Gi) SHAW-WALKER 


COSCO OEE E SHEE SEES SEES EEE EEE EEE EE EEE EEE ESET EEE EEE EEE EE ESES EEE EEEEEEOEESEEEEEEEEEESEEEEESEES 


incoming, outgoing and pending 
letters. Off-the-desk space for 
work-organizers, work-separators, 
deferred projects, tickler, binders, 
books, pads, forms, card lists. And—imagine this 
—there’s even an in-drawer wastebasket and pro- 
vision for in-drawer phone. 

This Shaw-Walker “‘Clutter-Proof’’ Desk has an 
unparalleled record for work efficiency and space 
economy in offices of every size. See it at our local 
dealer or branch store or write for ‘‘Facts Folder” 
Shaw-Walker, Muskegon 64, Michigan. 


Largest Exclusive Makers of Office Equipment 
Muskegon 64, Mich. Representatives Everywhere 
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“Better order 








Downstairs, the night shift is beginning to 
clock in. Up here, the boss will be working 
late again. Maybe those flowers will give his 
wife something to look at besides television. 
Almost every night it’s the same story at 
this small but growing company. Too much 
work in some departments, not enough in 
others. Between overtime and idle time, the 
boss gets to bed pretty late — and then the 
profit picture keeps him awake. 


What this boss needs is the Keysort Plant 
Control Plan! With just five fast, accurate 
PCP reports — 1 daily, 2 weekly, 2 monthly 
—he could obtain complete management 
control of his business and profits ... could 
prevent this situation right in the office. 


two cheeseburgers and a dozen roses” 


PCP not only helps management plan in 
advance, it helps you as well. With a mini- 
mum clerical burden, you achieve greater 
reporting accuracy — flexibly, easily. 


Your office people simply punch pertinent 
daily information into the Keysort cards 
... Keysort them... and summarize direct 
to reports. There’s no transcribing ... no 
costly, time-consuming intermediate steps. 
Management gets needed information on 
time. And at remarkably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us for illustrated folder con- 
taining examples of all five reports. 


@ f*%e eo? °% $°% ecece 
bee ° bY ooe # 
Coco’ S00 $ % S$ @ 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio «¢ Division of Royal McBee Corporation 
Offices in principal cities « In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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systems = PRO 


* TOP MANAGEMENT 
% CONTROLLERS AND ACCOUNTANTS 
x SYSTEMS EXECUTIVES AND ENGINEERS 


YOU are always in the market for new ideas in systems, 
procedures and industrial management techniques... 

Here is YOUR opportunity to use these increasingly important 
business tools... 


Return the coupon to us and we will send you, without obli- 
gation, informative literature and bulletins about the 1957 » 


International Systems Meeting to be held in Los Angeles, 


October 7,8 and9... 
1957 INTERNATIONAL SYSTEMS MEETING 
629 SOUTH HILL STREET e LOS ANGELES 14 @ TRINITY 3331 


NAME /Please rye) 
or Print 
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ADDRESS 





CITY & STATE 
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Suspension cabinets made it possible to 
open a drawer in less than a second, 
BUT . _ 7 . - . . ° . ° . © ° . . . ° . . 


90% of filing time is spent within the cabinet. Put Oxford 
PENDAFLEX Hanging Folders inside the drawer, where suspension really 
pays off in speed. 








Free-sliding PENDAFLEX folders suspended 
from polished steel rails. 







Drop-in “‘struggle free’’ filing. 


Removable manila 
interior folders 
broaden filing 
applications. 


Easy to insert tabs 
allow any indexing arrangement. 








es 


Oxford Filing Supply Co., Inc. 


17 Clinton Road, Garden City, N.Y. i 

Oxford PENDAFLEX® eee oe eee | 
nd me free dookiet on ow to use 

ae FOLOERS I Oxford PENDAFLEX.” i 

_* : 

The New Standard in Fil- Nate nnnennennnrnnnnesnnntnnnntn 1 

ing Systems, Large or Small AAd1O88..-------nennereecnnnsseeernnnereeenneseeennnnssen ; 
We esi spices nhacanscuvcceomeeskonaeeetisauccea 








Oxford 


ote be PADS OAL 


Storage 
Pendaflex Folders filing pen Cord Guides Expanding 3g 


Files 
Pendaflex Equipment Envelopes 
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How to measure 
return on capital 


Approximately 25 


Picco years ago the du Pont 
_. = Co. adopted return on 
== _—«capital employed as the 
== single measure of the 
Sates managerial efficiency of 


felch keerted 
{ie Sees 


== their several units .. . 

The formula for return on capital 
employed is simply per cent profit on 
sales times turnover. For example, if a 
company produces a profit of $10,000 
on $100,000 sales volume and employs 
$50,000 in capital, it has a 10% profit 
on sales and has two turns of capital. 
The return on capital is 10% x 2 or 
20%. Obviously, we get the same an- 
swer if we relate the profit dollars to 
the capital employed, but if we did 
this we would lose sight of two im- 
portant factors, the relationship of 
cost of sales to sales income and the 
relationship of capital employed to 
sales volume. These two factors must 
be kept under constant surveillance if 
we are going to be successful in man- 
aging our businesses. 

The return on capital employed 
can be improved in three ways: 

1. By increasing sales income 
through increased prices of volume. 

2. By decreasing costs. 

3. By reduction in capital em- 
ployed through improvement in in- 
ventory levels, speeding up collection 
of accounts receivable, putting ex- 
cess cash to use, and economic con- 
trol of capital additions. 

F. J. Muth, Assistant Controller, 
Armstrong Cork Co., in Cost and 
Management, January 1957. 


Trends in top management 
compensation 

The professional man- 
ager today wants to get 
paid for his services, and 
he wants this pay in the 
manner most advanta- 
geous to him personally, 
with respect to his per- 
sonal financial situation today and 
what he thinks it will be tomorrow. I 
don’t mean he is selfish, or that he 
gets no satisfaction other than com- 
pensation. He is a realist, and he un- 
derstands the possibility of financial 
motivations for others. . . . 

The formal systematic package ap- 
proach to compensation is no longer 
the answer to our problem. This has 
yielded to the combination approach 





MANAGEMENT METHODS 








wh 
exe 
wh 
es. 

gor 
goc 
oth 
dey 
Th 


ere 


tior 
cre; 
con 
mo: 
line 
div: 
and 


oth 


exe 
or ¢ 


JUN 








of applying standard techniques and 
imagination to giving people what they 
want and need. 

For example, in one company’s case, 
we found that five different age- 
groups among the executives had as 
many different opinions regarding the 
firm’s retirement plan, which was so 
set up that it would actually pay 
many executives more upon retirement 
than while they were employed. The 
younger members of the management 
team, for example, who had 20 to 25 
years to go before retirement, made it 
plain they would prefer more cash 
now than . . . a fortune at age 65.... 

After looking at these executives 
individually and as a group, we came 
up with a program consisting of five 
different arrangements, each tailored 
to a group of executives with similar 
needs and wants. We had a great deal 
of trouble selling this program to the 
directors, who greatly over-empha- 
sized the holding power of a post- 
retirement fortune. Most executives in 
their forties will change jobs for 
$5,000 to $10,000 more in base pay 
as compared to three, four or five 
times that sum on retirement. 

A great many companies today are 
proud of the provision in their com- 
pensation program that requires an 
executive to stay with the company or 
forfeit his deferred compensation. We 
think this purported advantage is 
greatly overrated. If a man is un- 
happy and wants to leave, he is cer- 
tainly not going to perform the way 
we want—and there are too many 
cases of the disgruntled executive 
spoiling the whole barrel of apples. 

In the last few years, hundreds of 
companies have adopted stock option 
plans, many of them unwisely. There 
is no doubt that options are worth- 
while devices for attracting top level 
executives and compensating those 
who are really hurting from high tax- 
es. But like so many things, what’s 
good for a few is not necessarily 
good for many. There are also many 
other advantages, but they usually are 
dependent on individual situations. 
That’s why such care has to be ex- 
ercised in developing such a plan. 

About half the companies in the 
U. S. now have some plus compensa- 
tion plans, and this percentage is in- 
creasing each year. By and large, the 
companies with these plans are the 
most successful. Here are some guide 
lines to follow in administering them: 

1. In general, the money should be 
divided on the basis of performance, 
and not in ratio to base rate or any 
other formula. 

2. In measuring performance, the 
executive should have specific goals 
or objectives set for him at the begin- 
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On which of these 
can you use help? 


OK | Can 
here | use 
help 





PRODUCT DESIGN 
& DEVELOPMENT 









MANUFACTURING 
COST ANALYSIS 





|| PRODUCTION 
PROCESSING 
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— MACHINE DESIGN 


Q wie 


rf 








_( automation 
Ok DEVELOPMENT 


WAS |) PLANT LAYOUT 


77 & SPECIFICATIONS 


PRODUCTION & 
QUALITY CONTROL 


If you have a single check in the “‘can use help” column, 
you need the services of Pioneer Engineering & Mfg. Co. Our 
complete, contract engineering services are available when 
and where you need them. For more information, contact our 
chief engineer. He'll see that you get it immediately. 

SINCE 


























19669 John R Street, Detroit 3, Michigan 








| ENGINEERING 
| MANUFACTURING CO., INC. 
/ G3] Telephone -TWinbrook 3-4500 
INDUSTRIAL ENGINEERS, CONSULTANTS & DESIGNERS 
BRANCH OFFICES IN DAYTON, OHIO, WASHINGTON, D. C. and TORONTO, ONT, CAN. 
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There’s more to a 
Sound System 
than simply 


getting attention! 






it’s JOB ENGINEERING that 
makes the difference between an 
ee installation and a 








UKANE integrated 


communication system! 


Thousands of successful DuKane installations in 
FACTORIES, SCHOOLS, HOSPITALS, HOTELS 

and CHURCHES are ‘sound’ testimony to the engineering 
perfection of DuKane Sound Systems. 


@ sound & paging e time signals 
uKANE ealarm evacuation _e radio distribution 
e special control or entertainment 
systems offer: ions nurses’ call 
é _ @ private telephones 


MEI. 


In each case, installations are engineered for the specific job, 

using DuKane mass-produced interchangeable component 

panels in the desired combination. Flexibility, moderate cost and 
accurate control of sound is the result. DuKane Sound Systems 

are sold and serviced by a nationwide organization of experienced 


engineering distributors. 


SCHOOL & INDUSTRIAL f-———— 
SOUND SYSTEMS 


FLEXIFONE INTERCOM 


PRIVATE TELEPHONE 
SYSTEMS 


NURSES' CALL SYSTEMS 


Please send me the facts on how I can get ‘job 
engineering’ in a sound system. 
DuKane Corporation, Dept. MM-67 


St. Charles, Illinois 











NAME_ J. eee as 
SLIDEFILM PROJECTORS ADDRESS __ +, eee 
and electronics for the 
armed forces city STATE ________ 
REPRESENTING 


| 
| 
| 
| 
| 
MICROMATIC SOUND 
| 
| 
| 
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Leaders in Creative Communications 
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ning of the year, and his performance 
should be measured against these 
goals or objectives. These goals need 
not be financial or statistical, but they 
should be the sort of things that can 
be objectively appraised. 

3. The recipient must be told how 
his performance was appraised, and 
this performance must be related to 
the amount he receives. 

4. Only those who perform above 
average should get plus compensa- 
tion. 

The man’s immediate superior 

should be consulted in reviewing his 
subordinate’s performance. He should 
sit in on the review of that perform- 
ance when the bonus check is passed 
out. 
Forrest Wallace, managing director of 
the Chicago office of McKinsey & Co., 
Inc. before the 1957 Midwest South- 
ern Conference of Controllers Institute 
of America. 


Paperwork—what can be done 
about it? 

The system man knows 
that wherever an auto- 
mation system has been 
installed that it was nec- 
essary to clean up the cur- 
rent system before it could 
= be put on a machine. 
Syithins men have discovered that 
50% or more of the savings that 
could be achieved through the machine 
are achieved before the machine ever 
comes in the door. 

What does this mean? It means that 
the average system is so poorly de- 
fined, that it can only work because 
it gets a constant application of hu- 
man intelligence. If you offered such 
a mess to the electronic moron known 
as a “giant brain” he'd grind up all 
his resistors in automative anguish. 

Maybe you aren't ready for office 
automation. Then what does all this 
mean to you? It means that your pres- 
ent systems analysis must be contin- 
uous. Every procedural cycle in the 
place must be isolated and recorded. 

The boss must provide a good “cli- 
mate” in his organization for systems 
thinking and progress. Each executive 
must understand the paperwork side 
of his job as well as the technical and 
human relations side. 

When the boss, and the systems 
man, and all other executives work to- 
gether, they can convert the red-tape 
monster, that we today call paper- 
work, to what it should be: a control 
mechanism for getting action, remem- 
bering that action, and reporting on 
the results of that action. 

Leslie Matthies, President, Los Ange- 
les chapter Systems and Procedures 
Association of America. 
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HERE’S A “PLUS” 


that is yours at a saving 


—an employee who is happy — because she is working 
efficiently, without the interruptions of passers-by and 
overheard conversations. Multiply that and you have a 


“plus” that is vital to you. 














These fine, movable pieces enable you to provide 
better, more efficient, work areas — at an actual 
saving in floor space. You have increased efficiency 
throughout the office — this cost item becomes in- 
creasingly important each day. 

Versa-Line comes in a wide variety of individual 
units, so that you can arrange just the desk space, 
table room and filing capacity that is indicated in 
each particular situation. The colors and finishes 








cd 
Ve rsa-Line STEEL OFFICE EQUIPMENT 


harmonize with the smartest office decor. Versa-Line 
gives you new office efficiency at low cost. 


Would you like the facts and complete details? 
We'll gladly send you our new illustrated catalogue 
and Office Plan Rule—so you can plan better 
offices, and prove to yourself the dollar-and-cents 
value of the new Versa-Line Steel Office Equipment. 
Just mail the coupon below. 














SECURITY STEEL EQUIPMENT CORPORATION 
525 Middlesex Road, Avenel, New Jersey 


Please send me the free Security Versa-Line Catalog No. 456. 





Name Title ie 
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You can lose your... 


Shit ore 


with outdated time control 
me 





for complete details on modern 


KEEPING 
TIME §@ SAVING 


EQUIPMENT 
RECORDING 







write 


TIME 


Thomaston, Connecticut CORPORATION 
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You Get Things Done With 
Boardmaster Visual Control 








x Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

yx Facts at a glance—Saves Time, Saves Money, 
Prevents Errors 

yx Simple to operate—Type or Write on Cards, 
Snap in Grooves 

yr Ideal for Production, Traffic, Inventory, Schedul- 
ing, Sales, Etc. 

yx Made of Metal, Compact and Attractive. Over 
150,000 in Use 


Complete price $4g°° including cards 
FREE 24-PAGE BOOKLET NO. M-100 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street * New York 36, N. Y. 
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RECENT COURT CASES 





by Benjamin Newman 


Tax Attorney, Koenig and Bachner, New York. 


THE QUESTION 


A taxpayer leases property for a given period with the op- 
tion to extend the term of the lease. Are lease hold costs re- 
quired to be deducted during the original term of the lease 
or over the entire term of the lease? 


Tue Facts— A corporation in 1947 
leased certain property for a period 
of 30 years. Under the terms of the 
lease the corporation had three op- 
tions of renewing the lease. It 
could renew the lease for three 
years in 1977; it had the option of 
further renewing the lease for 16 
years in 1980 and the final option 
of renewing the lease for an ad- 
ditional 25 years in 1996. 

In its tax returns for the years 
1949 through 1951, the company 
deducted certain leasehold costs 
and improvements, computing the 
deductions on the basis of a period 
ending in 1980. 

Although the corporation had 
not exercised its option to renew 
for the term ending in 1980, it ap- 
peared it would do so. There was 
reason to believe it would renew 
beyond that term. 


The Tax Commissioner held that 
leasehold costs and improvements 
should be amortized over the 
longer period. Could the taxpayer 
amortize leasehold costs over the 
shorter period ending in 1980 or 
over the period ending in 2021? 


Tue RuLINc—The court held that 
the taxpayer was entitled to deduc- 
tions for amortization of its lease- 
hold costs and improvements based 
on an amortization period ending 
in 1980. The decision did not take 
into account the taxpayer's option 
to renew for another term of years 
in 1980. To determine at this time 
whether taxpayer would exercise its 
option to extend its lease, in 1980, 
was purely speculative. (Broad- 
way-Hale Stores, Inc. vs. U. S. A., 
U. S. District Court, So. Dist. Callif., 
decided November 21, 1956.) 





THE QUESTION 


When is income earned by an American citizen abroad 


excludable from gross income? 


Tue Facts—An American citizen 
went to Japan in 1949 under con- 
tract to an American insurance 
company. The contract provided 
for an indefinite stay. He and his 
wife purchased and furnished a 
home in Tokyo. They bought an 
automobile. They also established 
a bank account in the Tokyo 
branch of an American bank. In the 
spring of 1950, both returned to 
the United States for a vacation 
and business trip. Prior to leaving 


Japan they secured return visas 
and re-entry permits. They bought 
round-trip tickets from Japan to 
the United States and back. Is tax- 
payers income earned in Japan 
subject to taxation? 


Tue Rutwwc—The Tax Court held 
that the taxpayer was a bona fide 
resident of Japan for all of 1950, 
despite his visit during the year to 
the United States. Taxpayer's in- 
surance commissions earned in 
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there’s a new design in office efficiency 


AUXILIARY OFFICE CHAIR with tablet writing arm 


Here’s the chair that can solve the problem of 
what they write on and where they sit... all in 
one compact, comfortable, beautiful unit. These 
chairs may be grouped in an office for informal 
discussions or placed in a conference room for a 
sales meeting or training session. The tablet arm 
swings up and locks into position at a scientifically 
determined height for effortiess writing or may be 
swung down alongside the chair when not required. 
The Commuter is also available without the tablet 
arm for instantly available seating requirements. 
Both chairs are guaranteed for 10 years! 


e@ 2” foam rubber seat—Naugahyde, nylon 
or grospoint upholstery. 


e Wide choice of frame and upholstery 
— combinations to match modern office 
ecor. 


See your office equipment dealer or send 
now for complete information. 


CLARIN MANUFACTURING COMPANY 
Dept. 47, 4640 West Harrison St., Chicago 44 


Please send me full information on the new Clarin Commuter 
auxiliary office chairs. 


NAME --cchcineriabinhigsiiaeisipaclipineiiadiiienapniabiiaiineniiae acai aaa 


CRY eecsntesonchiorniianditiaeilanat 
ADDRESS 


CITY 











HAF 


SAVE S NEY! 









420 SIDE CHAIR 
with Space-Saver Legs 
also Armchair 410 





510 SIDE ARMCHAIR 
with Wall-Saver Legs 
also Sidechair 520 


These smart new chairs are compact, comfortable and easy to keep clean. 
Both armchair and side chair models with either wall-saver legs to 
protect office and reception room walls or with space-saver legs to save 
every inch of floor space. Foam rubber back cushion and choice of 
rubberized hair or molded foam rubber-Nukraft seat give lasting comfort. 
Fine Harter steel construction, durable baked-on finishes and quality 
upholsteries assure long-lived good looks. Easy on the budget prices. 
For a free trial in your own office — without obligation — write for 

the name and address of your nearest Harter dealer. 


Harter Corporation, 606 Prairie Street, Sturgis, Michigan 


In Canada: Harter Metal Furniture, Ltd., Guelph, Ontario 
In Mexico: Muebles Briones, §. A., Mexico City, D. F. 


4S RARER 


roewre Te STEEL CHAIRS 
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Japan were, therefore, excludable 
from gross income, having been 
earned in a foreign country. 

The Internal Revenue Code pro- 
vides that monies earned by an 
American taxpayer are not subject 
to income taxes if the taxpayer is 
a bona fide resident of a foreign 
country. This must be for an un- 
interrupted period of one calendar 
year and/or if he is present in a 
foreign country for a period of 18 
months. (Gerald L. Walker et. al. 
vs. Commissioner of Internal Rev- 
enue, Tax Court of the U. S., de- 
cided March 12, 1957.) 





THE QUESTION 


A corporation has ceased 
business operations but has 
preserved its corporate char- 
ter by continuing to pay state 
taxes. Is this corporation re- 
quired to file a federal income 
tax return? 


Tue Facts—The corporation had 
completely discontinued all busi- 
ness operation and was without any 
source of income. A small amount 
of money had been set aside for 
the purpose of paying state taxes 
to preserve the charter of incorpo- 
ration. The Commissioner of Inter- 
nal Revenue was requested to ad- 
vise on the necessity of the corpo- 
ration to file a federal income tax 
return under these circumstances. 


Tue Rutinc—In its ruling, the In- 
ternal Revenue Service explained 
that a corporation which has ceased 
operations and which has no in- 
come or assets is generally not re- 
quired to file a federal income tax 
return, even though the corporation 
has not been formally dissolved. A 


_corporation is considered out of ex- 


istence for federal tax purposes if 
it continues to exist as a corpora- 
tion under state law for “certain 
limited purposes connected with 
winding up its affairs.” 

In the case under consideration, 
the avowed purposes of the cor- 
poration was the preservation of its 
charter rights—not the winding up 
of its affairs. Therefore, the cor- 
poration is required to file a federal 
income tax return. 


MANAGEMENT METHODS 


ai teat) 
ee 











JU? 





rFe!_F* 








iat 








Bek Fa $f eater ie 





fice se 
BP Age § 
Scat 








ah: Hae. 


pert 





y 


A 












wi de Oars te Ria eat 










* 


% 


PS Ea a ie hat 


EE 


PTE LT IIIT 














NEW Beauty NEW Styling NEW Speed NEW Economy NEw ( vn 4 Apa ely 


new ( Dp Anon new Ea of ( Jnenntion 
New Precision NEW Vensatifity in Action 





A DUPLICATOR THAT CHALLENGES COMPARISON 


The new DITTO D-70 Duplicator sets new standards and opens new horizons 
in liquid duplicating. Its copy range embraces the endless variety of com- 
munications, reports, forms, records, and instructions that are indispensable 
to the operation of today’s business. Larger copying surface, full ream feed, 
push-button operation, registration control, segmented master clamp give the 
D-70 unrivaled speed, flexibility and adaptability. Smart functional styling 
and choice of colors make it an asset to the finest office surroundings. Only 
by seeing the D-70 in action can you fully appreciate the many things it 
can do for you. 





Write, or ask your local DITTO representative, for 
beautifully illustrated brochure describing the 


many exclusive features which make the D-70 
; an unprecedented ad- 
vancement in liquid 


process duplicators. 

es SO ee 

DITTO, Ync;.6824.N. McCormick Rd.; Chicago 45, Ill. 
\ QITTO of Canada-ttd., Toronte;Ontario 
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New Poexfounance ficiency 


NEW Horigona Ww Liquid Duplication 















GREY AND BROWN 


An attractive two-tone 
effect that harmonizes 
with modern office 
decor. It’s quiet, yet has 
unmistakable charm and 
eye appeal. 





GREY AND GREEN 


An alternate two-tone 
combination made avail- 
able for those who favor 
the current trend to 
bright coloring in office 
equipment. 
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When "Roll-Top" Roberts saw the light... 


| say, sir! What was good 

enough for father’s father IS 
GOOD ENOUGH FOR ME.” 
This was fundamental philos- 
ophy for “Roll-Top” Roberts. 

But suddenly, business began 
to dwindle — disappearing some- 
how in the dusty nooks and 
musty crannies of the roll-top 
monster that fairly overflowed 
his office. 

Then, one day ...acaller... 
THE INVINCIBLE MAN with 
the office plan. He surveyed 
Roberts’ hidebound setup. . . 
showed how business-engineered 

















Invincible steel furniture could 
turn it into a functional, cus- 
tomer-inviting unit. He covered 
every detail with a plan for 
streamlined efficiency. 

“I say, sir! Pioneering progress 
was the trademark for father’s 
father... AND THAT’S GOOD 
ENOUGH FOR ME!” Same 


Roberts — revised philosophy. 


MORAL: Let The Invincible 
Man make your office plan! 








THE INVINCIBLE 
OFFICE PLAN- 
NING MAN isn’t 
really a knight 

in shining armor. 
It’s just his good 
works that make 
him look that way. 


Of course, you're not like “‘Roll-Top” 
Roberts. But in view of today’s high 
cost of office space — even the most 
progressive businessman will find 

it pays to work with Invincible’s 
office-planning consultants. Write for 
free descriptive literature. 


Metal Furniture Company 
Business-engineered 
for better business living 


Factory Representative 


MANITOWOC, WISCONSIN In Canada: A.R. Davey Company, Ltd. 1162 Caledonia Road, Toronto 10, Canada 
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How to get money 


for a new plant 


Tight money, says this author, is a misleading term, overused as an excuse 


for business sluggishness. Ample funds are still available to all but the 


fringe type credit risk. This article tells you what financing methods are 


most suitable for a firm like your own. 


me Five years ago, a 
New York garment manufacturer 
took a big plunge, crossed the Hud- 
son into the industrial lowlands of 
New Jersey, and built a new plant. 

The company—which we'll call 
Consolidated Textiles—dipped far 
into its working capital to finance 
the plant. If the market had fallen 
off just a little, or if the company’s 
profit situation had wobbled, or 
if the cost of labor had increased 
appreciably during the period of 
the move, Consolidated would 
have been in a financial muddle. 

As it turned out, none of these 
things happened. Consolidated 
quickly widened its profit margin, 
because of its more efficient pro- 
duction facilities. 
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by George W. Warnecke, President 
George W. Warnecke & Co., Inc., New York City 


Meantime, one of Consolidated’s 
competitors—which we can call 
Family Enterprises, §Inc.—has 
stayed behind in its old quarters. 
Its decision against a move was 
based on palpably sound business 
reasoning: Family was old and es- 
tablished and doing quite well 
where it was. It didn’t feel that it 
really had sufficient capital to ven- 
ture any immediate plant expendi- 
ture. The company reasoned that 
building costs were high and that 
the construction market was likely 
to soften over the years, thus per- 
mitting more economical land pur- 
chase and land improvement later. 

And yet the executives of Fam- 
ily Enterprises regret today that 
they were less “adventurous” and 


“daring” than their competitor. Per- 
haps, they reason, with a little more 
investigation, a way could have 
been found to keep in step with 
production efficiency requirements 
through more modern production 
space. 

Family’s shortsightedness, _al- 
though perhaps excusable for a 
conservative company, has helped 
put Consolidated substantially 
ahead of Family. Consolidated’s 
gamble paid off; Family’s conserv- 
atism cost the firm money. 

It is not the purpose of this arti- 
cle to commend Consolidated’s ex- 
ample to other businessmen in toto. 
Consolidated made more than one 
mistake. For instance, it wasn’t nec- 
essary for the company to reach 








into working capital as much as it 
did; methods of financing requir- 
ing less capital commitment prob- 
ably could have been found. 

But Consolidated was basically 
right. It can produce more effi- 
ciently in its new quarters, with 
new equipment and in a new en- 
vironment. Family Enterprises, on 
the other hand, is saddled with a 
20-year-old, four-story elevator 
building with delivery difficulties 
and obsolete machinery. 


To move or not to move 

Each year, many of the country’s 
300,000 manufacturing establish- 
ments are facing this dilemma: 
Should we, like Consolidated, move 
and modernize, or, like Family, 
work and wait? The trend, as re- 
flected in anticipated appropria- 
tions of $37.5 billions during 1957, 
appears to be in the direction of 
new plants and new equipment. 
However, for the firms following 
the trend, the problem is compli- 
cated by an overriding element: 
the tight money situation. 

Let’s look at the financial op- 
portunities available to companies 
considering a move to a more 
modern plant. 

First, a preliminary observation 
about tight money in general. The 
term, misleading to say the least, 
has been over-used as an excuse 
for business sluggishness. On the 
basis of a day-to-day working as- 
sociation with the country’s lead- 
ing banks and insurance compa- 
nies, the only change that I have 
noted in recent months is that in- 
vestors have become more selective. 
They have eliminated the fringe 
type of credit risks, but ample 
funds are still available for solid, 
well-established business organiza- 
tions that meet certain require- 
ments. 

There is one consequence of this 
more selective attitude that it is well 
for expansion-minded companies 
to remember: investors now tend 
to analyze the background and po- 
tential of companies with great 
precision and care. Many compa- 
nies and their executives seem to be 
unaware of this important hurdle. 

For example, our organization 
recently received an application for 
mortgage financing from a nation- 
ally known midwestern company. 
The application consisted of noth- 
ing more than a short covering let- 
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ter and the company’s last annual 
report. A great deal more informa- 
tion about a company is needed to 
arrive at a financing decision—even 
if the company is nationally known 
and has considerable investment 
appeal. 

Before making a loan, or build- 
ing to a company’s specifications 
on a lease basis, a reputable financ- 
ing organization wants to know a 
lot more than simply what fixed 
assets the company can offer as 
security. Facts must also be pro- 
vided concerning volume of busi- 
ness, customers, suppliers, inven- 
tories, record of earnings, labor 
pool, planning and development. 
The investor will also want to look 
into the experience and_back- 
ground of the company’s manage- 
ment. And, of course, the investor 
requires detailed financial informa- 
tion including a pro forma balance 
sheet giving the projected effect to 
the new money and the new facili- 
ties. 

In the average company such in- 
formation would be prepared by 
the company’s comptroller in con- 
junction with its architects, audi- 
tors, public relations people and 
management consultants. Industrial 
development commissions are usu- 
ally glad to give assistance in pro- 
viding evaluative data on site lo- 
cations and labor pool. 

When the expanding company 
has armed itself with the necessary 
facts about itself, the question 
arises as to where to make the first 
approach. In the box on these 
pages is a representative list of 
some of the reputable underwriting 
houses. 

It is better to direct your efforts 
to a single source of money supply 
than to scatter your efforts in all 
directions. For example, an execu- 
tive of a California firm was as- 
signed a reasonably large budget 
for use in studying a proposed ex- 
pansion project. When I met him 
recently, he had already spent half 
of his budget on visits to pro- 
spective investors in San Francisco, 
Chicago and New York. He was 
shopping around among insurance 
companies, banks, architects, en- 
gineers and builders, seeking facts 
about the various types of service 
offered in a package or on a re- 
ferral basis by underwriting and 
real estate investment houses. 

Experience shows that the execu- 


tive who concentrates his efforts on 
one financing outlet, from begin- 
ning to end, usually does best; his 
costs are smaller and he has fewer 
headaches. 

Experience also shows that a 
short preliminary letter of inquiry 
can be as effective as a personal 
visit in initially surveying the in- 
terest of underwriters and real 
estate investment organizations. 
Most of us know a sound business 
proposition when we see one and 
will not shun the effort of a long- 
distance phone call or a cross- 
country visit. 

In discussing your project with 
investment men it is well to have 





some notion of the method you 
wish to use in translating available 
capital into finished buildings and 
ready equipment. Here are three 
methods that you should consider: 
Mortgage financing. This is 
the traditional way of obtaining 
new space and equipment without 
giving up ownership or control of 
the leased premises. It is particular- 
ly attractive to the company that 
has an accelerated depreciation ad- 
vantage or one that has a surplus of 
working capital ready to commit on 
a long-range basis for the purchase 
of new facilities and equipment. 
Sale lease-back. The company 
sells its business property, then 
leases it back on a long term basis, 
usually with an option to renew at 
lower rental. Chief advantage is 
that the company improves its 
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working capital, and improves its 
corporate tax position. Occasion- 
ally this method is criticized by 
stockholders who claim a business 
property is sold for less than the 
fair market value. And it has been 
criticized by Congressmen who are 
proposing to remove the tax advan- 
tage. 

Equity lease-out. This is a 
method largely pioneered by our 
firm in which we build to the speci- 
fications of the industrial tenant in 
a carefully selected location and 
rent the property to him while re- 
taining ownership and management 
control of the premises ourselves. 
The most extensive application of 


ists who have all been connected 
with the company. 

Industrial Pumps, Inc. (a ficti- 
tious name) makes a good prod- 
uct, but a product with restricted 
uses. People in the industry told 
me that solid market research and 
development work could have wid- 
ened the company’s impact con- 
siderably, but the “family” always 
felt that things were going all right 
as they were. 

My friend confessed that he had 
seen underwriters about putting 
out a new stock issue for his com- 
pany (it was a closed corporation ) 
or floating a bond issue, but the 
cost of the underwriting would 


definite limitations in the type of 
financing you can get. 

Consider these general guides: 

If your rating is “AAA” you 
have your choice among all avail- 
able types of financing: 

Stock issue: The company’s out- 
standing securities position and 
capital structure will determine 
whether additional stock should be 
issued. 

Bond issue: Current interest rates 
here are from 4%% to 54% and con- 
vertibility features are at a pre- 
mium, particularly if the company 
has_better-than-average growth 
possibilities. 

Mortgage and real estate equity 




























Bache & Co. 
36 Wall St. 


Blythe & Co. 
14 Wall St. 


Dillon, Reed & Co. 
46 William St. 


this concept is currently taking 
place in the New Bedford Park for 
Industry, New Bedford, Mass., 
where a tract of 800 acres is being 
developed in this manner and cus- 
tom-built factories standing in a 
park-like environment will be 
rented out to industrial tenants on 
a lease basis much as the owner of 
an apartment house rents apart- 
ments to city dwellers. 


Your financial rating 

Now let’s consider the all-impor- 
tant question of what type of fi- 
nancing is available to a company 
of your particular credit standing: 

During a recent trip to the West 
Coast I saw an old friend whose 
company makes pumps for indus- 
trial use. He is the descendant of 
a long line of California industrial- 
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If you are seeking capital for expansion, your first 
step should be to arm yourself with the full facts 
about your company and its operations. Background 
facts and facts that will give an indication of your 
future potential are vital. Then, assuming the facts 
compose a solid picture, you are in a position to 
approach one or more money sources. 

You may decide that a local real estate financing 
firm would be best. If so, you can write to the author 





First Boston Corp. 
100 Broadway 


Goldman, Sachs & Co. 
30 Pine St. 


Harriman, Ripley & Co. 
63 Wall St. 


have eaten too much into the capi- 
tal raised. What were the prospects 
for mortgage financing or lease- 
building? he asked me. 

My answer had to be discourag- 
ing. Real estate investors don't like 
the ingrown family concern any 
more than do underwriting houses. 
As it was, the operation didn’t have 
enough long-range growth poten- 
tial to command investor attention. 

After an unsuccessful attempt to 
“sweeten the deal” by offering a 
portion of the company’s stock, my 
friend went back to California and 
attempted to raise the money lo- 
cally. 

Actually, my friend had run the 
gamut of financing possibilities 
with little or no hope of success at 
many levels. His company’s credit 
rating was “A”, and that implies 


of this article, who has agreed to promptly supply 
on request to MM readers a list of the real estate 
mortgage handling firms in their localities. Address 
George W. Warnecke, President, George W. Warn- 
ecke & Co., Inc., 295 Madison Avenue, New York. 

On the other hand, you may decide to contact 
one of the leading underwriting houses headquartered 
in New York. Here are those that registered the high- 
est amounts in corporate issues last year: 


Kidder, Peabody & Co. 

17 Wall St. 

Lehman Brothers 

1 William St. 

Merrill Lynch, Pierce, 
Fenner & Beane 

70 Pine St. 








financing: Mortgage funds are 
priced between 44% and 54% de- 
pending on the type of company 
involved. Rentals for space built by 
independent real estate developers 
range from $.60 to $1.25 per square 
foot. 

For the triple-A concern the 
choice becomes one of the cost of 
money in a given field. With stock 
and bond underwritings, of course, 
prudent planning dictates that the 
cost of underwriting receive care- 
ful and independent study. No such 
costs are involved in mortgage and 
real estate financing. 

If your rating is “AA” your op- 
portunities are substantially the 
same as those of “AAA” companies 
—but appeal to investors is much 
reduced. As a practical matter, this 

(Continued on page 68) 
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Q . , PROFILE OF A NEW KIND OF MANAGER— . 
il 


Wozar of Tait: 
How he took it to the top | 








Sparked to life, this dying company went from the bottom to the top of its 
industry. Its case history proves that a company prospers on but three basic 
forms of nourishment: imagination, leadership and the tested formulas of 


management. It also proves that a small firm whose management remains 





mobile for a “hit and run” type of attack can often get the jump on the giant. 





THE PROBLEM: Create a powerful, efficient and profitable industry leader from a 
declining “has been” firm with no products, no customers, no 
money, no equipment; transform its work force and management 
from a status of drugged complacency to a level of spirited vitality. 








THE ANSWER: Inject a pace-setting, personal brand of leadership, a combination 
of conventional, tested methods of management, and an imagina- 
tive, practical approach to the problems of engineering, production 
and sales. 


THE MAN: Louis Wozar, President, Tait Manufacturing Co., Dayton, Ohio. {& : 
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THIS 
ARTICLE 
TELLS 


How to recruit key executives 


How to rid a firm of complacency 


How to research your way out of a hole 


How to get work from a work force 


A case history 


The man: Louis Wozar, a short, boyish looking 
man of 46, joined Tait Manufacturing Co., Day- 
ton, nine years ago, officially became president 
in 1953. Before that, he had no experience as 
an executive. He started working as an appren- 
tice at 14, became a skilled toolmaker, then quick- 
ly moved up to a series of foreman posts with pro- 
gressively bigger companies. As he moved through 
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PHOTOS BY LAURENCE LUSTIG 


these jobs, he began to build a reputation for his 
ability to bring the best from any group he headed. 
Early in his career, he set his sights on someday 
becoming the president of an industrial firm. 
Wozar picked up his missed education at night, 
then launched into college courses and corre- 
spondence courses in engineering subjects. Plan- 
ning ahead, he also began consuming books on 


39 














Through a personal brand of leadership, plus the application of imagination and 
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To pick up a missed education: management reading 


management, and applying himself to manage- 
ment training programs and courses in business 
administration. 


The company: Three years before Wozar was 
born, Tait Manufacturing Co. was established by 
Frank M. Tait, the company’s present board chair- 
man. Frank Tait had been an associate of Thomas 
Edison and had invented the first fully automatic 
electric water pumping system. He formed the 
company—known until recently as Dayton Pump 
and Manufacturing Co.—to produce and sell his 
new invention. 

For a while the company had a clear field, and 
sales zoomed. Other products were added: gaso- 
line pumps, water softeners and cellar drainers. 

But inventor Tait was a proficient and versatile 
man; he moved on to scores of other interests, 
leaving his pump company in the hands of a man- 
agement equipped only to continue it on the basis 
of a routine established years before. As other 


"I think I can put this 
firm back on its feet." 


Wozar 
























plant. 


Exerted leadership and doing fast 
what needed doing pulled the firm 
from its lethargy. 


= The day he moved into Tait 
Manufacturing Co., Louis Wozar 
started out on a quick tour of the 
plant. Before he had gone far he 
was stopped short by what he saw: 
individual assemblers, each seated 
at his own bench, indolently put- 
ting together complete pump units 
as other workers carried parts in 
from various points around the 


Wozar was soon to discover that 
this glaring example of shuffling 


firms moved into the field with better products 
and more alert management, they sliced away big 
chunks of Tait Manufacturing’s market. 

The depression all but swept the company out 
of existence. By the early ’40’s it was well into the 
red, sustained only by the money Frank Tait was 
able to pour into it from his other enterprises. In 
1948, Tait was ready to fold the business, release 
its 250 employees and halt the drain on his re- 
sources. 


The task: It was then that one of Tait’s advisors 


introduced him to Louis Wozar. Tait was im- 
pressed by the younger man and they got to know 
each other better. One day, Wozar said to him 
simply: “Mr. Tait, I think I know how to put your 
company back on its feet.” Tait was surprised, but 
interested enough to listen. The result was that 
Wozar was moved into the company with a free 
hand in management. Over the years, Tait had 
dumped loans totalling $900,000 into the company 
from his personal funds. Now he insisted that 
Wozar operate from that point forward without 
further financial assistance until the firm was in a 
position to borrow on its own. 

Wozar was given five years to get the company 
solidly into the black; if he failed, the entire oper- 
ation would be killed. 

Here is the story of the methods used to bring 
this company from the bottom to the top of a 
field of 90 competitors. 


PROBLEM NUMBER 1: How to Rid a Firm of Complacency 


ineficiency was in no way unique; 
it was only a sample of the lax, 
wasteful conditions that existed 
throughout the company. 

The Sales Department he found 
to be asleep—despite the fact that 
the company had only one major 
customer left. Wozar learned that 
no significant product had been 
added to the line for a generation, 
and none of the existing products 
had been modernized in years. 
Cost control was almost non-exist- 
ent. Machinery was worn out; thus 
even though lots of unused plant 
space was available, much of the 
work had to be farmed out. This 
meant more people in the plant 
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proven management methods, this “has been” firm became 


than there was work to do; none- 
theless, the practice was simply to 
junk substandard pieces rather 
than rework them. 

Behind all such problems, Wozar 
found a common denominator: a 
thoroughly negative attitude on 
the part of Tait Manufacturing 
people. Complacency was univer- 
sal. As management had slowly let 
its control slip, workers had slack- 
ened off, and it wasn’t long before 
management itself had been 
sucked into the lethargy. 


THE ANSWER 


Wozar saw that before he could 
start the company back on the 
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road to profits, he would have to 
change the basic attitude of every 
person in the company—workers 
and management alike. Reasoning 
the problem, he saw that there was 
only one way to bring about this 
change: by personally exerting his 
leadership and setting the pace in 
an aggressive, free swinging attack 
on complacency. He knew that this 
would make him unpopular—that 
he would step on toes, upset sa- 
cred cows and undoubtedly cause 
resentment and outright hatred. 
But the facts of the case showed 
him no alternative. 

Wozar set to work making 
changes everywhere. His standard 


a leader in its field. 
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"I was surprised but I 


wanted to hear 


more " 


Tait 














"We started out hell bent for leather; 





workday became 7 a.m. to 9 p.m. 
Out in the plant, he wasn't afraid 
to get his hands dirty. In his of- 
fice, he called group meetings and 
individual conferences with de- 
partment heads, supervisors and 
the average workman, attempting 
to win their confidence and reach 
down to the nerves that would 
stimulate their enthusiasm. 

He insisted that old, habitual 
methods of doing things be 
changed and he demonstrated new 
methods. He actually ordered that 
office desks be repositioned, sim- 
ply to create a feeling of newness. 
He set up channels of communica- 
tion, began molding written pol- 
icies to replace the decisions of ex- 
pediency of the past. 

The previous management had 
side-stepped grievances by grant- 
ing small pay increases when work- 
ers came in with gripes. Thus the 
entire wage structure was snarled. 
Wozar took initial steps to smooth 
out the inequities. 

He assumed the attitude that if 
a problem was going to require a 
solution, the best way to handle 
it was with direct, immediate ac- 
tion. He ignored the political im- 
plications of his moves, and let the 
chips fall. 

Here’s zinc in your eye: The 
reaction of resentment that Wozar 
had anticipated was not long in 
coming, and it took serious forms. 
One day as Wozar strode through 
the Galvanizing Department, a de- 
liberate attempt was made _ to 
splash molten zinc over him. He 
went home, changed his clothes 
and was back in the plant in two 
hours. 

Other, more subtle attempts 
were made to undermine him. 


aR 


Confidential information given to 
an associate was soon common 
knowledge. A member of the Sales 
Department was caught diverting 
orders to a competitor. Attempts 
were made to drive a wedge be- 
tween Wozar and Tait. 

Wozar took all of these occur- 
ences in his stride, but lost no time 
in dealing with them. After a pe- 
riod of months, he felt he knew 
which men he could count on to 
help him pull the company up to 
a solid footing. He had also iden- 
tified the people who, because of 
active or deep seated passive re- 
sistance, he felt would cause a con- 
tinuing drag on the operation, and 
would be unable to fit into the pat- 
tern of vitality and efficiency he 
hoped to establish. He wasted no 
time in releasing these employees. 
In all, 36 people, including execu- 
tives in key jobs, were let go. 

Says Wozar: “I did it as much 
for their benefit as for our own; 
they weren't doing themselves any 
good by staying.” 

Slowly, Wozar’s example began 
to take hold. Throughout the com- 
pany people at all levels began to 
catch the new spirit. As compla- 
cency began to crack, the opera- 
tion became more flexible. Still 
Wozar kept hammering away. In 
formal meetings and at every other 
opportunity he repeated his 
theme: “Let’s get some action into 
this thing. Let’s get it moving. We 
can make a brand new company 
out of this outfit.” 

The hard cores of disgruntled 
resistance continued, but the first 
step had been accomplished. Woz- 
ar had shown that his determina- 
tion to revitalize the firm was 
equally as strong or stronger than 


now we’re more scientific." 
Frank Hickey, Vice President, Sales 


the employees’ resistance to 
change. And people were begin- 
ning to believe in what Wozar said 
and did. 

“I’ve been accused of being ruth- 
less in the way I started out,” says 
Wozar. “But I don’t think I was. 
I did what had to be done and I 
did it quickly because that was the 
only way it could be accomplished. 
Actually, we didn’t make very 
many changes then. What I tried 
to do was loosen up the ground, 
break the crust of complacency, 
so the organization could accept 
the changes that would be coming 
later.” 

Says Frank Hickey, Tait’s 29- 
year-old vice president for sales: 
“There’s no question about it—Lou 
Wozar started out hell bent for 
leather. Now we run a little more 
scientifically. But I doubt that 
we'd be at the point we are now— 
a leader in our field—if we hadn't 
gone through that preliminary 
stage.” 


PROBLEM NUMBER 2: 


How to Recruit Key 
Executives 


“Once you find the man who is 
right for your company, well, go 
out and get him.” 


= Tait Manufacturing Co.’s down- 
hill slide had been due, in the final 
analysis, to weak management. 
When Louis Wozar arrived on the 
scene, he was disappointed, but 
not surprised, by the management 
picture he found. Judged as a 

(Continued on page 90) 
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your plant ? 


Most executives have an exaggerated idea of 


what it costs to air condition a factory. Of course, some plants can’t be economically 


air conditioned —but you may be surprised to find that yours is one that can. Don’t shy 


away from the idea until you have considered the facts and figures. These case his- 


tories prove that increased worker output alone can justify the cost of installing and 


operating an air conditioning system. 


ms A year ago a 
midwestern manufacturing firm de- 
cided to air condition its meter as- 
sembly plant. The decision was 
made on the grounds that “what 
air conditioning has done for our 
office people and executives it can 
do as well for the man on the 
line.” Before the system was in- 
stalled, workers were assembling 
some 9,000 meters in about 5,000 
manhours. Some weeks after the 
plant had been air conditioned, a 
study showed that 10,474 units 
were being turned out in 3,872 
manhours—an increase in worker 


efficiency of 51%. 
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Dramatic examples like _ this 
don’t change the fact that fewer 
than 1% of the country’s modern 
factories are air conditioned. The 
reason seems to be that most ex- 
ecutives have an exaggerated idea 
of what plant air conditioning real- 
ly costs. An executive who ccn- 
siders office air conditioning an op- 
erating necessity is very likely to 
cast off the idea of plant air con- 
ditioning as impractical, even be- 
fore looking into the facts and fig- 
ures. 

Not every plant, of course, can 
be economically air conditioned. 
But whether your plant is new or 


old, a little research may show that 
the job can be done at surprising- 
ly low cost in relation to the po- 
tential return. 

One way to look at cost is to 
consider what it is costing you not 
to have air conditioning. A survey 
of 75 manufacturing firms shows 
that the average metropolitan New 
York plant without air condition- 
ing loses about $108 in wages each 
year for every worker. 


What does it cost? 

John E. Haines, a vice president 
of Minneapolis-Honeywell, recent- 
ly made a report on the cost of in- 
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plant air conditioning. His figures 
were compiled with the help of 
the Carrier Corp. and cover both 
new and existing buildings. Ad- 
mittedly, his report covers only av- 
erages that could be inaccurate for 
specific buildings. However, here 
is what he says: 

The average annual cost of op- 
erating a new industrial plant is 
about $45 per square foot (see 
chart). The additional cost of own- 
ing and operating a complete year 
‘round air conditioning system 
which is operating 10 hours a day 
in such a plant is only 47¢ per 
square foot per year, or 1% of the 
total operating cost. 

This means, says Haines, that if 
the efficiency of the workers in 
this average new industrial plant is 
increased by just 1.3% as a result 
of air conditioning, the system pays 
for itself. Everything above the 
1.3% increase can be counted as a 
return on the air conditioning in- 
vestment. 

In the typical existing industrial 
plant, Haines says, the additional 
cost of owning and operating a 
complete air conditioning system is 
about 58¢ per annual square foot, 
or a fraction over 1% of the total 
operating cost. 

Haines gives one caution: don't 
try to cut corners by getting a less 
than adequate system. The saving 
is slight but the value may be 
greatly diminished. 


Health of workers 
Old wives’ tales have it that to 
air condition a plant is unhealthy. 
Colds, they say, are more preva- 
lent, employees are more likely to 
have sinus trouble. This makes 
about as much sense as saying it 
is unhealthy to heat a plant in 
winter. The right kind of air con- 
ditioning, with proper moisture 
balance and filtered air, is more 
healthy. Matthew M. Lawler of 
Worthington Corp.'s Air Condi- 
tioning and Refrigeration Division, 
cites a survey whose findings ap- 
ply to industrial air conditioning. 
A breakdown of the answers by the 
people surveyed—all of whom 
spent time in air conditioned en- 
vironments in summer—shows the 
following: 
65% report a_ general 
ment in health 
40% report fewer colds in sum- 
mer 
63% report increased energy and 
improved appetites 
48% report less suffering from al- 
lergies, asthma and sinus 
Even blast furnaces, steel mills, 
glass works and bakeries can be 
air conditioned in a sense. Dr. Lu- 
cien A. Brouha of duPont’s Has- 
kell Laboratory found in the plants 
of the Aluminum Co. of Canada 
that high heat and humidity quick- 
ly sapped workers’ strength. A 
man’s working efficiency drops rap- 
idly if he can’t adequately recover 


improve- 


HOW HOT IS TOO HOT TO WORK? 














If you don’t have air conditioning and 


your practice is to close down on summer 


afternoons that become unbearably hot or 


humid, you'll be wise to announce a defi- 


nite policy to employees now. Otherwise, 


if a close-down is left to depend on an ar- 


bitrary decision by management, there is 
likely to be grumbling on every inordin- 
ately hot day that you don’t close. One 
formula some companies use: if tempera- 
ture added to one-fifth of the humidity 
totals 100 or more, it’s too hot to work. 
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during brief rest periods in the 
working day. And this recovery 
is seriously impaired by heat. 
His recommendation: cooled rest 
rooms or air conditioned “recovery 
areas” where workers take period- 
ic breaks. Pulse rate—one of the 
key measures of fatigue—returns to 
normal 25 or 30% faster when 
workers rest in cooled surround- 
ings. The result: workers feel less 
fatigue, do more work. In the 
Aluminum Co. study, a _corre- 
sponding drop in absenteeism was 
noted after installing the air-cooled 
rest rooms. 


Other benefits 

When evaluating air conditioning 
for your plant, don’t overlook poten- 
tial benefits to your process or pro- 
duction setup. You may find that 
in areas other than human com- 
fort, you stand to gain. Consider 
the hosiery mill where apparatus 
girls, wilting in summer heat, pro- 
duced only 225 dozen pairs of hose 
a week. Management investigated 
air conditioning and decided to 
try it. One week after installation, 
production soared to 444 dozen 
pairs, an increase of 100%. 

But that isn’t the whole story. 
Maintenance costs went down 
80%. Knitting machines here were 
especially vulnerable to expansion 
and contraction of parts, easily got 
out of alignment when tempera- 
ture and humidity varied more 
than a degree or two from the 
ideal. High-priced mechanics to 
adjust the machines were no long- 
er needed. 


Which system? How installed? 
Not long ago you had to take 
whatever kind of air conditioning 
system was available. You had to 
adapt it to your own ends. This 
is not so today; now you can select 
just the system for your type of 
operation. It will be one or the 
other (or a combination of) the 
following: 
Package unit 
High or low velocity central 
plant 
Induction system 
Chilled water perimeter sys- 
tem 
Each type has different merits. | 
In some cases, the package unit | 
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suffices. This is the familiar win- 
dow-sill or cabinet model air con- 
ditioner. Generally, though, for in- 
dustrial purposes, its low capacity, 
high maintenance and short life 
rule against it. 

The central systems offer the 
best integration with over-all build- 
ing plans. Control of temperature 
and humidity is better. Central- 
ized air filtration cuts down main- 
tenance and permits more effec- 
tive filtration. Air is distributed to 
zones where and when you want 
it. One drawback: the equipment 
takes up room. But the useful 
life of a central system is long— 
about 30 years. 

Central systems are indicated 
wherever a cooling capacity over 
100 tons is required. A “ton” is a 
rating term used in air condition- 
ing and refers to the cooling effect 
that that much melted ice would 
give in 24 hours. Most manufactur- 
ers today will supply ratings in 
horsepower and BTU’s—easier for 
your plant engineers to work with. 

For year ‘round conditioning 
(heats, cools, dehumidifies), the 
central system is the most econom- 
ical. 

When should you choose high 
velocity or low velocity equip- 
ment? High velocity systems save 
considerable space. But on the side 
of the low velocity system is its 
lower operating cost. Major draw- 
back of a low velocity installation 
is the need for more duct space 
and consequent greater alteration 
to existing (or planned) building 
structures. Combining the two 
types can often lead to some very 
satisfactory installations. 

Chilled water perimeter sys- 
tems and induction systems are 
somewhat alike. They supply 
chilled water to individual units 
located about the plant or office, 
where fans force air over coils to 
lower temperature. Disadvantages 
include excessive filters which col- 
lect lots of dust and require fre- 
quent changing. 


Air conditioning old plants 

If your building dates back 
“B. C.” (Before Conditioning), 
you may find cost of installing 
equipment higher than for new 
buildings. Inadequate insulation, 
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HOW MUCH DOES AIR CONDITIONING COST? 
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This chart shows annual cost of air conditioning per square foot, compared to 
total annual cost of owning and operating each square foot of office or plant. 
The figures are averages based on a study made by Minneapolis-Honeywell 
Regulator Co. with the help of the Carrier Corp. Costs of new buildings are 
based upon today’s construction costs; costs of existing buildings are based 
on one-half of today’s construction costs. Insurance and taxes are estimated 
at 2% of original construction costs. Air conditioning costs are based on a central 
fan system with a 20-year life, with 5% of original cost added for interest and 
2% for insurance and taxes. Costs for heating and heating equipment are not in- 
cluded with air conditioning costs. The air conditioning figures are based on 
outside wall areas; if it is an interior area that is to be air conditioned, then 
the costs are likely to be less than the estimates shown. 


skimpy plumbing and the need for 
rewiring often add to the cost of 
air conditioning old plants. You 
may also have some “cutting and 
patching” to get ductwork up 
through floors and walls. This can 
be high—one contractor figures as 
much as 40% of the installation 
cost of a central air conditioner 
system goes for “cutting and patch- 
ing.” If you have an old building, 
however, reduced window areas 
may be on your side. Some firms 
calcimine window areas to cut 
down solar heating. Another way 
to ease the heat load (and your 
operating costs) is to flood the 
roof. Even a few inches can drep 
the heat transmitted to your plant 
interior by a substantial amount. 

Maybe you can't air condition 
this year. But you can plan ahead 
to the time when you may be able 
to do so. Here are some points to 
guide your thinking: 

1. Get an air conditioning en- 
gineer to survey your plant and 
give you a preview of costs. Many 


equipment manufacturers do this 
gratis. A hint: don’t let employees 
know what's up or you may wind 
up with a new demand on your 
hands. 

2. Consider air conditioning key 
areas first. These are rest rooms, 
critical assembly and manufactur- 
ing stations, etc. 

3. If youre planning a new 
building, by all means investigate 
the installation of air conditioning 
before the building goes up. 

Finally, bear in mind that air 
conditioning can play a role in the 
relocation of your plant. It makes 
possible a move to what might 
otherwise be an unfavorable cli- 
mate. For example, New England 
textile firms that moved to air con- 
ditioned plants in the South can 
count among their advantages their 
proximity to sources of raw materi- 
als. By taking your own in-plant 
climate with you, it may be possi- 
ble for you to locate nearer major 
sources of supply or nearer major 
customers. m/m 
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How to make your own 


mum Speedy and sim- 
ple guides are available to help 
you make sure your company’s pur- 
chases are made in the most eco- 
nomical quantity lots. 

In fact, under certain circum- 
stances, one or two routine charts 
that you can design yourself will 
do the job. The two conditions that 
make these “do it yourself” order 
quantity charts most useful to you 
are when your inventory is such 
that 1) the cost of placing an order 
for various items is reasonably con- 
stant, and 2) the cost of carrying 
the various items in your inventory 
is reasonably constant. 

To design your own chart, only 
one square root calculation is nec- 
essary (if you are a non-mathema- 
tician, your accountant or engineer 
can handle this in an instant, or 
you can use a readily available 
table of square roots ). 

The basic formula you use is: 

E0Q=KVM_ 

In this formula, 

EOQ=Order quantity in dollars. 
M=Monthly usage in dollars. 
K=A constant depending 

upon costs of processing 
an order and cost of carry- 
ing inventory. 

In terms of dollars, a typical or- 
der quantity table given to the 
buyer or requisitioner might look 
something like the following, where 
K equals 20: 

Order Quantity 


Monthly Usage (20./M) 
$ 4 $ 40 
25 100 
100 200 
225 300 
400 400 
900 600 


But in actual practice you buy 
and use units, not dollars. This 
means you must first convert usage 
in units to dollars, and then convert 
order quantities in dollars back to 
units. 

The unit formula is slightly dif- 
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by W. Evert Welch,* Corporate Consultant 


Minneapolis-Honeywell Regulator Co., Minneapolis, Minn. 


In the tight money situation, one of the first places you should 
look for a chance to tighten up is in purchasing. You can achieve 
big economies in inventory purchasing with some simple do-it- 


yourself forms. And here’s how to do it yourself. 


Fig. 1 
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* Mr. Welch is author 
of the new book, 
Tested Scientific In- | 
ventory Control, pub- | 
lished by Management 
Publishing Corp., 22 
W. Putnam's Ave., 
Greenwich, Conn. 158 
pages. $12.50. 
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order quantity charts 


ferent from the dollar formula, as 
follows: 


Mu 
EOQu=K J uM 

In this formula, 

EOQu=Order quantity in units. 
Mu=Monthly usage in units. 
Cu=Cost per unit. 

K=Same constant as before. 
Introduction of the third vari- 
able—unit cost—makes impractical 
the use of tables such as the one 
shown in the text above, since a 
different one would be required 
for each unit that has a different 
cost. The simplest solution comes 
from the use of a nomograph or 
alignment chart such as shown in 
Figure 1. Using this chart, the re- 
quisitioner simply finds his monthly 
usage in units on the left scale, and 
his unit cost on the right. He then 


Fig. 2 
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connects the two figures with a 
straight pencil line and discovers 
the best quantity on the center 
scale. For example, in Figure 1, if 
you have a usage of 1,000 units a 
month, each costing $.10, a line 
connecting these numbers will in- 
tersect the center line at about 
3,500, suggesting an order of that 
quantity of units. 

There is a common objection to 
this type of chart: with frequent 
reuse, it becomes an illegible con- 
glomeration of pencil lines. To 
overcome this, it is suggested that 
the charts be printed in pads, each 
chart to be used once and made a 
part of the permanent file of the 
order. One company, DeLaval 
Separator Co., goes one step fur- 
ther and prints a chart on the back 
of the original requisition, where it 
is always available when needed. 


The preparation of the chart is 
simple. Here are necessary steps to 
follow: 

Step 1: Get a sheet of logarith- 
mic graph paper that has five cycles 
on the long side. K & E #359-125G, 
as is shown in color in Figure 2, is 
suitable. The five-cycle scale along 
the long edge will provide all three 
scales you need. 

Step 2: On a sheet of tracing 
paper, draw three vertical lines 
spaced three inches apart. Each 
line must be the same length as the 
vertical side of the graph paper. 

Step 3: Lay the tracing paper 
with the left line along the edge 
of the graph. This is shown by the 
black in Figure 2. Mark and num- 
ber major divisions as shown, and 
head column “Monthly Usage.” 

Step 4: Turn the tracing paper 

(Continued on page 76) 


Fig. 3 
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When a well conceived profit sharing plan takes effect, the 


power of the profit motive is unleashed at all levels. The 


result is more profit for everyone. More and more firms are 


now learning how to apply the sound methods of installing 


and administering a profit sharing plan. This article is based 


on the experiences of some of the firms that have tried it — 


and are glad they did. 


How to earn more profit 


me When you think 
you have gone about as far as you 
can go in raising the efficiency of 
your plant or increasing the effec- 
tiveness of your service, it’s time to 
take a good, long look at profit 
sharing. Profit sharing, properly ap- 
plied, puts employees in the same 
boat with the owners and the 
managers. Everybody rows hard 
for the same goal: profits. 

Take the case of Old Colony 
Envelope Co., Westfield, Mass., a 
subsidiary of Strathmore Paper 
Co. Manufacturing envelopes is a 
highly competitive business, with a 
narrow profit margin. To stay in 
the black, Old Colony has used 
every device of management, in- 
cluding work simplification and in- 
dividual piecework incentive pay, 
in a constant campaign to cut costs 
and raise output. The company 
employs 350 and has a union. 

Beginning in January, 1955, Old 
Colony started sharing profits. Em- 
ployees get 25% of net before 
taxes: one third in cash bonus, 
two-thirds in trust. For 1955 their 
share was $43,000. In 1956 they 
got $64,000, equal to 5% of total 
payroll or three weeks extra pay. 

What did the company get? In 
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spite of a 5% wage hike effective 
January 1, 1956, and another of 
7% on January 1, 1957, present 
average unit cost per envelope is 
less than in 1955. The company 
has had a greater net in the past 
two years than in any year since 
World War II. Some of the gain 
is due to favorable market and im- 
proved equipment, but some is 
due to the sharing of profits. 
There’s no question that Old Col- 
ony is happy with its profit shar- 
ing plan. 


Just what is profit sharing? 
Profit sharing is a thing of many 
forms and formulas. The basis of 
all profit sharing, however, is pay- 
ment to employees of a percen- 
tage of net profits. Payments may 
be made in cash or placed in trust 
for distribution upon retirement, 
death or other termination of em- 
ployment. Some deferred plans 
permit employees to contribute ad- 
ditional money for more rapid 
build-up of equity in the trust 
fund. Others allow employees to 
borrow vested funds. Practically 
all plans take advantage of tax 
deductibility. (Deferred plans 
should be submitted for approval 


by Internal Revenue. To be ap- 
proved for tax exemption, a plan 
must clearly avoid discrimination 
in favor of management groups. ) 

The Council of Profit Sharing 
Industries, Chicago, founded some 
10 years ago to serve as a clearing- 
house of profit sharing information, 
has its own strict definition. Profit 
sharing, it says, is “any procedure 
under which an employer pays to 
all employees, in addition to good 
rates of regular pay, special cur- 
rent or deferred sums, based not 
only upon individual or group per- 
formance, but on the profit of the 
business as a whole.” 

The productive power that can 
be unleashed by a well designed 
and well managed profit sharing 
plan is at times amazing. The in- 
dustriousness of the man who 
works for himself is proverbial. 
No mere spoke in a wheel, he. 
Profit sharing makes each man and 
each woman feel that the com- 
pany’ business is his (or her) 
business. 

What you buy when you share 
the profits is worker attitude, the 
most important single factor in 
productivity. The change in atti- 
tude of people in a company comes 
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slowly at first, then literally blos- 
soms as the import of what profit 
sharing means strikes home. 

But it must be clearly under- 
stood that profit sharing will not 
work in every company. Recently 
Joseph B. Meier, executive secre- 
tary of the Council for Profit Shar- 
ing Industries, answered the 
phone. The man on the other end 
told him: “My business is bad. 
My partners are fighting with me 
and with each other. Our em- 
ployees don’t care whether they 
work or not. I figure we need pro- 
fit sharing to straighten things out. 


by sharing 


Will you help me set up a plan?” 
Meier told him that profit sharing 
was not for that company—not im- 
mediately, anyway. 

A favorable climate is vital for 
success of a profit sharing plan. 
There must be faith on the part 
of the employees in the essential 
integrity and goodwill of the man- 
agement. There must also be, on 
the part of the managers, a sin- 
cere appreciation of workers as 
people, not as mere portable pro- 
duction units. 

Probably more profit sharing 
plans have been started by men 
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wanting to help their employees 
than by those whose first concern 
was to line their own pockets or 
build character with their stock- 
holders. 

A plan that is carefully fitted to 
the specific conditions of your 
business is the second most im- 
portant element of profit sharing. 
This is a subject in itself. Your 
objectives, the legal and tax as- 
pects, the nature of your opera- 
tions, and other considerations 
must be carefully weighed and 
balanced out. 

When you begin to think active- 


GROWTH OF A PROFIT SHARING FUND COVERING 275 EMPLOYEES 


ACTUAL EXPERIENCE OF THE PELTON STEEL CASTING CO., MILWAUKEE, WIS. 




























































































$1,250,000 
Contributed to fund by 
Pelton Co. $737,566.53 
on $1,000,000 
Earnings and increase in 
value of investments $308,773.10 
get Benefits paid out of fund $139,405.76 
$ 750,000 
$ 500,000 
$ 250,000 
) 
19441945 1946 1947 1948 1949 1950 1951 1952 1953 1954 1955 1956* 
* Thru Oct. 31, 1956 
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**Didn’t know I could cut 
overhead so much ’til I got 
my copy of the A. S.H. 
catalog !”’ 


OUR COMPLETE 88-PAGE 1957 CATALOG 
IS YOURS FREE FOR THE ASKING. 


No Salesman Will Call! 


| ACCOUNTANTS’ SUPPLY HOUSE _— 
| 305 Canal St., N. Y. 13 MM-6 | 
car caeheneneesonmina ein | 


| FIRM NAME 


ADDRESS .........-....-- ecescessesese wcecccccccccceccccoccce | 





REGULARLY ADDRESS 
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you can save money and avoid costly 
errors by addressing multiple shipments 
as a by-product of office procedure. 


AS A BY-PRODUCT OF OFFICE PROCEDURE 


You can prepare STEN-C-LABLS at 
the same time as your invoice, order or 
bill of lading, whatever your procedure 
or equipment—manual or electric type- 
writers, electric billing or accounting 
machines, Card-o-type, Teletype or 
Flexowriter. 


ADDRESS DIRECT TO CARTON, LABEL OR TAG 


Shipping department makes unlimited 
impressions with STEN-C-LABL Appli- 
cator direct to PANL-LABL on carton or 
to printed gummed labels or tags. All 
addressing errors, mis-shipments and 
repetitive writing are eliminated. 


THOUSANDS OF DOLLARS ARE 
BEING SAVED BY PRESENT USERS 


Write today for FREE BROCHURE 
showing detailed operations and 
actual installations of STEN-C- 
Last method of addressing mul- 
tiple shipments. 






STEN+C-LABL, INC. 


Dept. MM-6, 2285 University Ave., St. Paul 14, Minn. 
Protected U.S. Pat. No. 2,711,026 


(Circle number 456 for more information) 


ly about profit sharing you will do 
well to get the assistance of the 
CPSI*. This organization can give 
you expert advice on the selection 
of a plan to fit your company’s 
aims and conditions. It can help 
you also in the administration of 
your plan, especially during the 
first few years. Membership in 
CPSI ranges from $50 to $150 a 
year, depending on the number of 
your employees. 

In the final formulation of your 
plan you may need legal and fi- 
nancial assistance to steer you 
through the tax brambles and as- 


° A 12-page booklet giving the steps to fol- 
low in launching a profit sharing program is 
available from the Council for Profit Sharing 
Industries. Titled “Getting the whole man?” 
the booklet is available on request. For a free 
copy circle number 570 on the Reader Service 
vara, 


sure you a flexible plan that can 
be changed as may be necessary 
to adapt it to changing conditions. 
How and how well you prepare 
for profit sharing can make a big 
difference. Remember the experi- 
ence of the man who tried to give 
away $10 bills on Times Square. 
Don’t suddenly announce that you 
are henceforth sharing the com- 
pany’s income with the employees. 
Workers don't believe in fairies. 
Take your time, take plenty of it, 
and discuss your ideas with key 
workers, union representatives, 
foremen, supervisors and your 
management team. Let everybody 
in on your plans before they be- 
come official. Get opinions, and in 
so doing, make sure your people 
grasp the essential fact that pro- 
fit sharing depends on profits and 
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COMPARATIVE FEATURES OF ACTUARIAL PENSION AND DEFERRED PROFIT 


How funds are supplied 


Accumulation 


Vesting rights 


Amount of pension 


Employee contributions 


Tax position of beneficiaries 





Actuarial Pension Plan 


Company pays, on an overhead basis, 
whatever amount actuarial figures call 
for. Payments are a fixed cost of do- 
ing business. 


About 2% to 3% annually. Funds in- 
vested in government bonds or other 
stable securities. Funds forfeited by 
employees who leave revert to reduce 
amount company pays. 


Often none until retirement or death, 
2 vesting rights are being gen- 


erally liberalized. 


Plans covering wage earners and 
lower-salaried employees provide ben- 
efits (including Social Security) in the 
general range of $150-200 per month, 
assuming 30 or more years of service. 


Plan may be contributory 


No tax due until benefits are received, 
then taxable on capital gains basis if 
taken all in one year. Death benefits 
are not subject to federal estate tax 
and have $5,000 exemption from in- 
come taxes. Other tax benefits apply 
if amount due is not taken as lump 
sum. 
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profits depend on the employees. 


Miracles or results 

Miracles in a moment are un- 
likely, no matter how well you do 
every part of the job when first 
you enter into profit sharing. You 
must expect it to be like a court- 
ship, taking time for acquaintance 
to ripen into the solid understand- 
ing that makes marriage.a rich ex- 
perience. 

If you go into profit sharing 
only to the extent of a deferred 
plan that provides retirement pen- 
sions and death benefits, and do 
this largely because you must set 
up some kind of pensions to hold 
valuable employees anyway, you 
can not expect great gobs of em- 
ployee enthusiasm to engulf you. 
This is not an indictment of de- 


SHARING PLANS 


Deferred Profit Sharing 


Company pays into trust a predeter- 
mined percentage of profit. No profit, 
no payment. Good year, big contribu- 
tion. Not a fixed cost. 


Normally 4 to 6% in interest and divi- 
dends, plus growth in value of secur- 
ity holdi ings. Forfeited funds remain 
in pool, are divided among remaining 
participants. 


Internal Revenue requires a reason- 
ably rapid vesting schedule that pro- 
tects employee's interest. 


At same cost to employer, profit shar- 
ing provides greater benefits to em- 
ployees. Some companies, out of pro- 
fits, provide retirement benefits ap- 
proximating full time pay. 


Plan may be contributory. 


Same for both types of plans. 


Source: Council of Profit Sharing In- 
dustries. 
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Check your mail scale- 
with the Silver Dollar Test! 


e How? Place a silver dollar on your postal scale. 
It should weigh '%6 ounce. If it reads an even 
ounce or more, you are wasting postage in too 
many instances! If markedly Jess than an even 
ounce, your mail too often arrives “Postage Due,” 
resulting in needless delays and annoyance to 
the recipients! 


e A dependable Pitney-Bowes mail scale instantly 
tells you how much postage is needed, for any 
class of mail, or parcel post. 


e Six models available, including the 

“4900” shown here. Call the nearest 

Pitney-Bowes office for a “Silver 

Dollar Test” on your mail 

scale or write for free 
illustrated booklet. 





FREE: Send fora 
handy desk or 
wall chart of 
Postal Rates, with 
parcel post map 
and zone finder. 


Pitney-Bowes, Inc., 4590 Walnut St., Stamford, Conn. 
Made by the originators of the postage meter 
.. offices in 102 cities in U. S. and Canada. 


(Circle number 457 for more information) 








ferred profit sharing, for there is 
nothing wrong with that. Some 
experts believe deferred plans are 
better than cash-type plans. The 
Council for Profit Sharing Indus- 
tries recommends a combination of 
both, where feasible, but points 
out that direct contact with profits 
has a stimulating effect, especially 
on the younger worker. The point 
is that a little gesture will not 
bring a great reward. What you 
do may be less important than 
why you do it and how much 
your heart is in it. 


What you get 

Not a speed-up in any sense, 
profit sharing raises productivity, 
efficiency or profitability of a com- 
pany’s operations in many ways, 
only one of which sometimes is 
faster work. Employees choose to 
turn out more production by great- 
er effort, better utilization of ma- 
chine time, better cooperation 
among themselves and between de- 
partments. There’s no grumbling 
because increased cutput is their 
own idea. They share the rewards. 
Workers in C. H. Dexter & Sons, 





Vow: 


AUTOMATIC MAIL INSERTING AT A PRICE 
EVERY MASS MAILER CAN AFFORD 


FOR AS LITTLE AS $3,000.00, CUMMINGTON PROVIDES 
FAST, EASY, AUTOMATIC MAIL INSERTING 
MAILING COSTS ARE SHARPLY REDUCED AND OFFICE EFFICIENCY IS SUBSTAN- 


TIALLY INCREASED. Cummington’s automatic mail inserters gather from 1 to 6 
enclosures, and stuff, seal, count and stack envelopes. An automatic postage meter 


can be attached. 


CUMMINGTON MAIL INSERTERS HANDLE WIDEST VARIETY OF ENCLOSURES. There 
is no restriction on any field of Punched Cards. Three-quarter and full-length end 
folds and regular folds in a wide range of sizes are fed easily and efficiently 


into envelopes. 





[[CUMMINGTON ORPORATION 





718 Beacon Street, Boston 15, Massachusetts 
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Inc. asked to have all paper ma- 
chines run 5% faster in order to 
increase their profit shares. 

Once the profit sharing concept 
catches on in a company the need 
for police-type supervision disap- 
pears. Foremen spend their time 
helping instead of haunting. The 
little wasteful practices that add 
up to big costs begin to vanish. 
Those late starters who are ac- 
customed to punching the clock 
seconds before the starting whistle, 
then taking their time getting 
down to work, undergo a change 
of heart, voluntarily or prompted 
by their fellow workers. 

The absentee rate and the ac- 
cident rate both improve. Rejects 
and waste drop sharply. Objec- 
tions to new equipment and new 
methods no longer come from 
workers or shop committees. And, 
if conditions in your industry turn 
bad and wages must be cut to 
keep the business going, you can 
take the sad story to your people 
and find them understanding, will- 
ing to meet you half way. You can 
do this because, in profit sharing, 
you tell your employees the whole 
story in good times, so they be- 





A CASE OF 


A\lden Spinning Mills Corp., Tal- 
cottville, Conn., has 180 em- 
ployees of whom less than half 
are women. The company pro- 
duces quality woolen cashmere 
and synthetic knitting yarns. 
Privately owned corporation. Non- 
union, but follows union wage 
patterns and pays equal to other 
woolen mills in area. Company 
founded in 1943, began profit 
sharing in February 1954 with 
combined cash and deferred 
plan. Employees get 25% of net 
before taxes, 15% deferred and 
10% cash. In 1955, profit shares 
equalled five weeks pay, 1956 
share was two months extra pay. 
Practically all stock is held by 
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lieve you when things are bad. 
No-profit years come occasion- 
ally to most companies. There has 
been much speculation about what 
happens to employee morale in a 
profit sharing company when there 
is nothing to share. Plenty of evi- 
dence is available to show that a 
company with a good plan and 
good communications comes 
through this experience without 
scars. Those who know say it’s a 
good thing to go through when 
you must. Employees ‘learn eco- 
nomic facts fast when profits fade. 
They gain a much better under- 
standing of company problems. 
Add it all up and see where 
you stand. If, to you, good man- 
agement means operating a_busi- 
ness for the greatest benefit alike 
of stockholders or owners, the em- 
ployees, the customers, and the 
community at large, then you 
should make a careful study of 
profit sharing. If it fits your con- 
ditions (and it fits most condi- 
tions) it's a pathway to greater 
profits and greater satisfaction. 
The reverse of communism or 
socialism is treating people like 
people—and it pays. m/m 





PROFIT SHARING 


Mrs. Alfred W. Cavedon, presi- 
dent, and Mr. Cavedon, treasurer 
and general manager. The profit 
sharing plan was their own idea 
and the results satisfy from a 
stockholder standpoint. 

In this plant, machines, not 
people, control total output. Peo- 
ple control only quality and waste 
percentage. Raw material is 60% 
of total cost, labor 20%. In 1953 
(last year before profit sharing) 
59,000 pounds of raw material 
was lost through waste. In 1955 
this waste was eliminated com- 
pletely. Woolen mills were gener- 
ally slack in 1956 but Alden 
never operated less than three 
full shifts, five days a week. 
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COMP eTety NEW \ 


The shock- proof back softens the jarring 
action of high-speed electric typing— 
the cause of unevenness produced by 
ordinary carbons. Only the exact 
amount of carbon necessary to create 
a sharp, full-bodied image is released. 


For carbon copies that you'd be proud 
to send to anyone, specify Modern 
Classic—the carbon paper designed for 
modern typewriters. Columbia Ribbon 
and Carbon Manufacturing Co., Glen 
Cove, N. Y. 


From the new smudge-proof carbon coat- 
ing to the new shock-proof back, modern 
Classic Carbon Paper is engineered to 
meet the more demanding require- 
ments of modern typewriters. 


With either electric typewriters or re- 
cent manual machines, modern Classic 
Carbon Paper produces a new sharpness 
of write and uniformity of appearance— 
truly the ultimate in carbon copies. 


The scientifically formulated carbon 
coating is deep dyed to form a perma- 
nent bond with the paper stock fibers. 
The carbon is transferred on/y by impact 
of the type face to produce permanent, 
smudge- proof characters. Micro-blended 
for absolute smoothness, this new 
coating assures complete uniformity of 
upper and lower case characters. 











FREE GUIDE! For your free copy of our 
new “Carbon Paper Facts” type make and 
model of your typewriter and the number of 
carbon copies normally required on your 
company letterhead and mail with coupon. 
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| COLUMBIA RIBBON & CARBON MANUFACTURING CO., Inc. 
726 Herb Hill Road, Glen Cove, N. Y. 


MODERN CLASSIC 














| 

| CARBON PA PE Rg | Rush free—‘‘Carbon Paper Facts." | 
by 7 Name 7 
Volumbia ~~ | 

| Address. | 
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| City Zone State | 
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TODAY'S PAPERWORK 
IS TOMORROW'S 


PERMANENT RECORD... 


as 





MAINTAINED BEST 
WITH FILMSORT 


The staggering volume of paperwork 
produced daily by the nation’s clerical 
workers becomes, in most instances, 
a matter of permanent record. The 
problems of maintenance and refer- 
ence to these millions of records are 
multiplied annually. 

Filmsort, combining microfilm 
with card filing systems, provides the 
ideal means for handling large-volume 
active files. Microfilm alone, utilized 
for permanent records is the greatest 
space-saving medium available today. 
The unitization of filmed documents 
in Filmsort Aperture cards or Jackets 
makes possible the application of 
manual or mechanized indexing 
and sorting methods for filing and 
reference purposes. Modern photo- 





® 


graphic and photocopy units provide 
means for instant reproduction of 
microfilmed documents direct from 
the film when paper copies are re- 
quired. 

All of the elements of a practical 
system for the maintenance of large 
volume records are present in the 
Filmsort system—at savings to your 
company in space, time and person- 
nel. Space conservation permits keep- 
ing files available at convenient loca- 
tions—reference time is held at a 
minimum. 

Don’t permit your daily volume of 
paperwork to become a filing prob- 
lem. Maintain your permanentrecords 
with filmsort— the system that makes 
microfilm practical for active files. 


FILMSORT DIVISION 
DEXTER FOLDER COMPANY 
A Division of Miehle-Goss-Dexter, Inc. 
Pearl River, New York 
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thought starters 


Thought Starters deal with “practical 
solutions to administrative problems.” 
The Editor invites contributions— 
which are paid for at our normal 
space rates. 


PERSONNEL 


How workers can overcome 
fatigue from overheating 


Scientific studies show _ that 
drinking enough water is one of 
the best ways a worker can fight 
the physiological stress of over- 
heating. But a man’s thirst, the 
studies show, is not a sufficient sig- 
nal of his need for water. When he 
is overheated, he can satisfy his 
thirst without consuming the quan- 
tity of water his body needs. 

For this reason, workers should 
be strongly encouraged to drink 
lots of water in summer—and wa- 
ter should be readily available to 
them. If employees must walk a 
long distance to the water cooler, 
you are encouraging inefficiency— 
either in wasted travel time back 
and forth, or because workers 
won't make the trip and thus will 
succumb to fatigue faster. 

Note: for more on how heat af- 
fects worker productivity, see 
“Why not air condition your 
plant?” on page 43. 


BILLING 


Microfilm halves billing 
time for Western Union 


In the billing departments of key 
Western Union offices, microfilm- 
ing of telegrams is cutting clerical 
time in half, in addition to per- 
mitting better customer service. 

Formerly, WU retained original 
copies of customers’ telegram mes- 
sages, billed the customers with 
statements which described each 
message. But the descriptions often 
proved incomplete for the cus- 
tomers’ purposes; thus a_ business 
firm, for example, might insist on 
more details or even ask to borrow 
the originals. In this case, a WU 
clerk would have to search through 
files, then consume more time in 
correspondence or telephone con- 
versations with the customer. Fi- 
nally, the messages in question had 
to be refiled. 
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Now, telegram originals arrive at 
the billing clerk’s station clipped 
to a pre-addressed statement sheet. 
The clerk inserts each message in a 
microfilm camera with her left 
hand while posting the customer 
charge on the statement with her 
right hand. When all of a cus- 
tomer’s messages have been micro- 
filmed and posted, the clerk at- 
taches the originals to the state- 
ment for mailing to the customer. 
WU no longer needs the originals 
since its microfilm provides a com- 
plete message record—alphabetical 
by customer and chronological by 
date sent. 

Since the customer receives the 
original messages he sent, there is 
no need for checking back with 
the telegraph company’s billing de- 
partment. Further, the originals 
provide the customer with incon- 
trovertible proof of the messages he 
has sent—a safeguard in many 
contractual agreements. 

Western Union’s filing problem 
is also improved: a 10-foot high 
stack of messages (14,000 tele- 
grams) is reduced to a single 100- 
foot roll of 16mm film. 


PHOTOCOPYING 


Low priced microfilmer 
photos both sheet sides 


A new 16mm microfilm flow 
camera, the Documat PFA, is said 
to be the lowest priced unit of its 
kind that can reproduce both sides 
of a document simultaneously. 





Now in production, the unit will 
go on the market through inde- 


pendent dealers soon, together 
with a companion unit, the Docu- 
mat Universal Reader. 

The camera has a filming speed 
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BETTER 
IMPRESSIONS 


with Attention Getting 


e build prestige 
@ creafe trademark identity 


®@ and get PRIVACY, too 





Looking for a distinctive = enveldpe 
that will attract favorable ‘attention? 
Let-us. show you the results of custom 
artlining or background “printing 
designs. Write for samples — send 
samples -of your present envelopes, 


}306 


TENSION ENVELOPE CORP. 


819 East 19th Street, Kansas City 8, Missouri 
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Gaclt-Tie POCKET 
carries I.D.P. Tape 
as part of your 


LITHOSTRIP 
oa LITHOSET 


POCKET FORM _ 


Smart? You bet! Simple? Take a look! Per- 
fect transportation keeps your important 
1.D.P. tape safe and permanently identi- 
fied in the “mother form” unit. 

PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 
We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS . . . on the back of any 
copy in your Continuous or Unit Form sets. 


FREE POCKET FORM SAMPLES ON REQUEST. 


We engineer many types of office 
forms. CONSULT US. 
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INSTANT REFERENCE 


with 


FLEXOLME 


Year after year more businesses are buy- 
ing ACME FLEXOLINE to save refer- 
ence time on hundreds of different kinds 
of records. 


Listings are typed on scored FLEXOLINE 
sheets, separated in strips and filed just 
where they belong. New strips are 
quickly inserted .. . obsolete strips 
removed... the list is always up to date. 


FLEXOLINE record equipment provides 
for a few hundred, or hundreds of thou- 
sands of individual records. Let the 
Acme man show you how FLEXOLINE 
can serve you... or mail coupon for 
illustrated literature. 


District Officesand Representatives 
in all Principal Cities 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 
["] Send us more facts on FLEXOLINE C-657 
|_| We are interested in Acme Visible equipment 








for records, 
Company Attention 
Address 
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How XEROGRAPHY 


cuts duplicating costs $22,500 a year 
at AMERICAN MUTUAL LIABILITY INSURANCE CO. 





John Q, Adams, Manager of Communications and Printing Department, instructing operator at XeroX Camera No. 4. 


SPEEDS PAPERWORK @ Communications speeded @ Costs reduced 
® Accuracy improved @® Human error removed ®@ Doubt eliminated 
® Need of two typists and proofreader completely relieved. 


“As a rule,” asserts John Q. Adams, 
communications and printing manager 
of the American Mutual Liability In- 
surance Co., “when you improve pro- 
duction efficiency by relieving manhours 
or bottlenecks in one phase of the plant, 
you invariably pick them up in another. 
“However, when installed the 
XeroX® copying equipment, the load was 
not transferred—it was eliminated.” 
Xerography is used at American Mu- 
tual in the preparation of thousands of 
offset paper masters a year from which 
multiple copies are then run off on an 
offset duplicator. American Mutual’s 
goodwill depends largely on the manner 
and extent it serves its policy holders. 
Consequently, the effective- 
ness of its “Mr. Friendly” 
advertising is enhanced be- 


we 





WRITE for proof-of-performance folders 
showing how xerography is saving time 
and thousands of dollars for companies 
of all kinds, large and small. 


THE HALOID COMPANY 
57-54X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U.S. cities and Toronto 





cause clients and branch- My), 
office personnel are ade- | 
quately and properly in- 


formed at all times. 

XeroX copying equipment forms the 
lifeline of this flow of information. Forms 
reproduced by xerography include office 
and policyholder forms, copies of corre- 
spondence, news releases, reports of all 
kinds, training and procedure manuals, 
instructions, and miscellaneous memos. 

American Mutual uses xerography for 
many other It has led to a 
dramatic improvement in dupli- 
cating operations and an actual docu- 
mented saving of 66%. The improved 
speed of communications is even more 
gratifying. Besides, things are now being 
done by xerography that before were 
deemed impractical. 


purposes. 


cost 


The fastest, cheapest, most versatile way to make masters for duplicating 


Anything written, printed, typed or drawn can be quickly copied by 
xerography onto masters for duplicating. Copies in the same, enlarged, 
or reduced size can be made from one or both sides of the original 
material, by this dry, photo-exact, electrostatic copying process. New 
developments make xerography the one, all-purpose, fast and economical 
process for copying onto different types of masters for duplicating. 


HALOID 
XEROX 
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of approximately 125 feet of print- 
ed copy a minute. Because of its 
simplified design, it does not re- 
quire a trained operator. 


For more information circle num- 
ber 574 on the Reader Service Card. 


PLANNING 


“Do-it-yourself” 
office layout kit 


Faced with floor planning 
or worker efficiency, executives can 
now conduct trial office layouts “on 
paper” using a free kit supplied by 


Peerless Steel Equipment Co. 





Printed outlines of office units 
are first snipped out with scissors 
and then pre-arranged on printed 
scale floor plans—also included in 
the kit. A change here and there, 
and the optimum layout both to- 
wards space conservation and per- 
sonnel output is obtained. 

For a free kit, circle number 575 
on the Reader Service Card. 


NEW LITERATURE 


How to produce 
low-cost movies 


How to produce low cost films in 
business and industry is covered 
in Industrial Motion Pictures, a 
booklet released by Eastman Ko- 
dak, Rochester, N. Y. 

The various functions of a movie 
making crew (director, camera- 
man, prop man, etc.) are detailed 
and the industrial aspects of mo- 
tion picture making are explained. 

Motion and time study, slow 
motion, time lapse, micro-motion 
analysis films, methods compari- 
sons, infra-red motion pictures and 
high-speed motion pictures are all 
covered. 

The booklet also presents tech- 
nical data on 16mm films. Indus- 
trial Motion Pictures is well illus- 
trated with “how-to-do-it” shots. 
Its price is 50¢. 
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ASE L-UNIT SPACE SAVERS 


It’s easy to “stay on the beam” when your office is equipped with ASE 
L-Unit Space Savers. Decisions can be made on the spot... no need to 
send out a search party for files, reports or reference material . . . every- 
thing is within easy reach. 

Custom plan your work space with the units that best suit your needs. 
A wide selection of telephone, storage and drawer cabinets, bookcases 
and tops can be used with the basic desk unit. Choice of modern colors. 

Your ASE Dealer will be pleased to show you how to “clear the run- 
way” for greater efficiency in your office. 


See your ASE dealer or write for further information 











There’s an ASE Dealer Te 
Near You 
ALL-STEEL EQUIPMENT INC. | 
Avrora, Hlinois — 
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AVE 
BUDGEX PARTITIONS 


Brand new, cost-cutting partitions— 
premium in every way except price. 
Feature acoustical spun glass sound- 
deadening core, new and simple locking 
device. Exclusive! you can saw off and 
cap a partition on the job to fit any 
requirement. Flush surfaces, handsome 
finishes. Yours at a new low price. Get 
details today. Write, wire or phone... 


C re ZL ZL P 
SRL MI NC 


2417 EASTERN AVE., S.E. GRAND RAPIDS, MICH. 


E586 ro new 
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Count BOTH...and 1,001 other items with 


VARY-TALLY 


Multiple-Unit 
Reset Counter 







Using Vary-Tallies is the fast, accurate way to separate the 
turnover items from the ‘ ‘turkeys” in sales . . . the rejects 
from the okays in production — size by size, color by color, 
flavor by flavor, price by price. Because you count, you 
KNOW. Because you know, you COUNTROL. Teli us 
what YOU want to count. tenis 

e All Parts Corrosion-Re- 


sistant; Working 
Hardened Steel 


Arranged compactly on Parts of 
stands in tiers, the Vary- 
Tally can be supplied in 
any of 66 combinations, 
up to 6 bonks high and 

12 units wide, even 3 
down to single units. 


s, ¢ Individual Tag Above 
Each Counter-Window 
Not Strip Tabs 


¢ Easily Readable from Any 

Angle . . . Bold Figures Al- 

ways Centered in Window 
. No Glare 


HARTFORD 2, CONNECTICUT 


Chicago 6, Ill., New York 19, N. Y., Greenville, S. C., Montreal 2, Canada 
Offices and agents in other principal cities 
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VEEDER-ROOT INC. 


“The Name That Counts” 





How firms are 


White collar hiring practices have changed 
over the past 15 years—and with good reason. 
To stay competitive in the labor market, you 
must keep posted on what other firms are do- 


ing. Here are the facts, based on comparative 


surveys of large and small firms in banking, the 
proving ground of personnel practices. 


EDITOR’S NOTE: How to develop and carry out sound per- 
sonnel practices—from recruiting to retirement, and especi- 
ally all that lies between—is one of the most pressing prob- 
lems of administrative management. This new book tells 
how to do it. William Barton has made a penetrating anal- 
ysis of the trend in personnel practices in over 100 large 
and small banks—on the grounds that banking firms have 
been found to be the bellwether of personnel practices 
throughout industry. He compares new practices in all 
areas of personnel administration with those showing up in 
a survey conducted 16 years ago. The following article is a 
representative sampling from the book. 


mmm Banks are in competition with other 
banks and firms, not only for customers, but also to 
hire and keep the best qualified employees. This type 
of competition is won or lost through proper use of 
selection policies and practices. 

The 1955 survey indicates that responsibility for 
hiring rank and file employees was distributed as 
follows: 


OFFICIALS RESPONSIBLE FOR HIRING NEW EMPLOYEES 


Person Responsible No. of Banks Reporting 


Executive officer 44 
Personnel officer 36 
Other or by more than one officer 12 
Administrative officer 10 
Department head 5 


The prevailing practice seems to be that, even 
where there is a central employment office with an 
official in charge of personnel activities, the final deci- 
sion for hiring is made mainly by a) an executive 
officer, b) by the personnel officer, or c) the decision 
is jointly made. 


Application procedure 


It is apparent that almost all of the larger banks 
use application blanks. In the current survey, 80 out 
of the 111 banks (or 72%) reported affirmatively. 
Seventy banks mentioned that their application form 
had been reviewed recently to make certain that it 
complies with all current legal requirements. 

The application form should be sufficiently com- 
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hiring their people 


by William L. Barton 


Assistant Vice President and Personnel Director 
East River Savings Bank, New York 


How THrey HANDLE THEIR PERSONNEL: @ step-by-step 
comparison of over 100 actual programs. William L. 
Barton. Management Publishing Corp., 22 W. Putnam 
Ave., Greeenwich, Conn. 196 pp. 1957. $14.75. 


prehensive to provide an adequate knowledge of the 
applicant’s past history, background and qualifications 
as well as potentialities. 


Use of references 


The use of personal and business references contin- 
ues to be a common practice in banking. It was 
reported that 98 answering banks in 1955 and 97 
banks in 1941 utilized this method for verification of 
prior educational or experience records. This check 
is supplemented by investigations made by the bank 
itself (in many cases) or by inquiries made by an 
outside investigative agency in order to gather factual 
data regarding the character and integrity of new 
employees. As shown in this table, there has been 
little change in the number of banks requiring written 
references since the 1941 survey. 

METHODS USED TO GATHER DATA ON CHARACTER 
AND INTEGRITY OF EMPLOYEES 
Methods Used for No. of Banks Reporting 


Investigations: 1955 Survey 1941 Survey 
Checking references 98 97 
Own investigations 68 65 
By bonding company 36 = 
Through outside agency 29 1] 
Credit and personal financial 

standing periodically re- 

checked 5 _— 


Physical examinations 

The importance of selecting employees who are 
physically and mentally capable of performing their 
job assignments requires little elaboration. Yet in 1955, 
only 60 banks reported that pre-employment physical 
examinations were required. However, this is a 100% 
improvement over the results of the 1941 survey when 
only 30 banks indicated that the satisfactory passing 
of a physical examination was a condition of employ- 
ment. Many of the banks that do not require examina- 
tions have very few employees. Both surveys showed 
that a larger percentage of the banks with a greater 
number of employees require physical examinations, 
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why experiment? 
change over to 


BORROUGHS 
OPEN SHELF 
FILING 


Borroughs Open Shelf Filing saves you up to % on 
space, and cuts filing costs up to 50%. In fact, you get 
double the filing space for about 42 the cost of conven- 
tional filing equipment. Before you buy any type of 
unit, be sure to investigate the advantages of the 


Borroughs unit. Here are 
a few of Borroughs’ fea- 
tures . . sliding file sup- 
ports, unique file guides, 
folders that do not extend 
beyond uprights, easily 
adjustable sliding shelves 
that require no tools. Sin- 
gle face units available in 
72” and 84” heights—12” 
depth—outside width 36”. 
Double face units are also 
available. 934” shelves, 
adjustable on %4” centers 
without bolting. Uprights 
and panels 12” deep. You 
have a choice of 5 colors 
—spring green, dark 
green, gray, fall tan, or 
brown. See your dealer. 
If he does not have Bor- 
roughs units in stock, he 
can get them for you at 
once. 


Sliding file supports 
Not attached to 
shelves or back, but 
slide with perfect ease 
along shelves. Hold 
files upright before 
shelves are filled. 


File guides 
With Borroughs File 
Guides, any indexing 
method can be util- 
ized, such as terminal 
digit, numerical or 
alphabetical. 
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This trademark 





suarantees quality! 


For the finest in steel office furniture . . . look for the 
Bentson trademark! It’s your assurance of depend- 
able service... quality comstruction...and func- 
tional beauty. For over 40 years, Bentson desks, 
tables, files and accessory units have fulfilled exact- 
ing office demands for service and efficiency. 


You can depend on Bentson exclusive Perma-hush 
construction. You can depend on the Bentson trade- 
mark ... it’s your guarantee to satisfaction. 


The 6000 Series desks, 
tables and companion 
units feature roll-edge 
tops. A complete selec- 
tion of models is available 
with variations in size, 
function and color, all 
with exclusive Perma- 
hush construction. 





The 2000 Series, Space- 
maker, features the crisp 
lines of the square edge 
top in desks, tables and 
companion units. The 
2000 Series is also avail- 
able with overhang tops 
for the executive appeal. 





Filing...even becomes a 
pleasure when you use the 
Bentson Top-Flite files. Rigid 
construction ... smooth opera- 
tion and model variations 
provide lifetime efficiency for 
any filing need. 





All requests for literature are 
promptly answered. Write 
for details on our complete 
line which includes the new 
modular units for custom-like 
office arrangements. 











Dependable office comfort ... with an accent on beauty! 


THE BENTSON MFG. COMPANY 


AURORA 2, ILLINOIS 
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while an equally large percentage of the smaller 
banks do not. 

The use of preventive or periodic physical examina- 
tions has not, as yet, become widespread in savings 
banks. Only 17 banks reported that physical examina- 
tions are currently required or offered (usually an- 
nually) at bank expense. Of these, 14 were banks 
with 50 employees or more. 


Aptitude testing 


The 1941 survey report mentioned that “Vocational 
aptitude tests in savings banks are rare.” Only one 
bank then reported that it was considering the value 
of testing and another stated that such tests were 


used only for women employees. The latter was in- | 


tended presumably for determining skills in stenog- 
raphy, typing, filing and similar duties. 

Despite the increase to 31 banks in 1955, the fact 
is confirmed that testing is not yet being used widely 
in savings banks. 


Sources of new employees 


The most widely used method of securing new 
employees is by personal recommendations. In the 
order of most frequent use, this table shows the 
sources used by savings banks in 1955 to find clerical 
employees, as contrasted with 1941. 


COMPARATIVE USE OF POTENTIAL SOURCES OF APPLICANTS 


1955 (*) 1941 (*) 
Sources of Applicants: Survey Survey 
Recommendations to bank 88 59 
Own application files 81 69 
High schools 77 33 
Supervisors, employees, 
and friends 74 1 
Casuals or “walk-ins” 70 _ 
Private (fee) agencies 61 22 
Newspaper advertising 45 1 
State employment services 34 — 


(*) All figures are shown in relation to the total number of survey 


respondents (111 in 1955; 103 in 1941). 


In 1941, a total of 69 banks relied principally 
upon their own application files for new employees 
and 59 were guided by recommendations re- 
ceived from friends of the bank. The current survey 
results showed that these two methods were still the 
most prevalent—88 banks now reported recommenda- 
tions as a primary source of help; and 81 mentioned 
that applications on file were referred to when vacan- 
cies had to be filled. 

Schools and colleges, which almost 69% of the re- 
spondents listed as a source generally used, have ex- 
panded in importance since 1941 when only 32% of 
the banks were reported using this method of re- 
cruiting. 

It was reported by 11 banks that they paid the 
private agency fee when employees are engaged 
through the services of an employment agency. 

On the subject of hiring in banks, the American 
Bankers Association publication entitled “Personnel 
Relations” states: 


“Before World War II, banks had little trouble 
in obtaining 75% to 80% of their additional or re- 
placement employees from high schools, business 
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aller colleges, and universities. During the war only 
25% of new bank manpower came from these 


\ina- sources. Since the war only 50% of needed addi- 
ings tions and replacements are available through the 
\ina- ‘old reliable’ channels. In other words, these 
an- sources need cultivation. Year-round contacts 
anks must be made between banks and teachers of 


commercial subjects in high schools, business col- 
leges and universities. More effective coopera- 
tion must be extended by banks to counselors in 


onal educational institutions.” } 
one 
; 0 
alue Employment of relatives . ) 
vere | It appears that there has been an increase in the : Stop tab form troubles 
-in- | number of savings banks which have established def- | 
nog- § nite policies or prohibitions against hiring relatives when you buy from 





' of employees, officers or trustees. At the same time, 
fact | many banks still reported that they have no policy 
dely | against employing relatives in one or more of the 
' categories mentioned, while some continue to do so 


Hano’s complete line 


0 
0 
0 
0 
Q 
Q 





only with discretion. In 1941, reports from 63 banks 
indicated a definite policy against hiring any relatives, 
new while 28 respondents had no policy on this matter. 
the The replies from the banks responding to this ques- — ‘al Litho Tab 
the tion in the comparative study are shown here: presses pat collating equipment 
— APPLICATION OF RULE AGAINST HIRING OF RELATIVES forte Gacseeery Tor sodag's Wake 
Rule Against Hiring YES NO speed form writing. See samples 
NTS Relatives of: 1955 1941 1955 1941 — 
Ca Officers 64 43 23 #13 
vey Employees 62 44 27 14 
s) Trustees 59 = 40 25 19 
9 With discretion 49 — 18 10 
3 A number of bank application forms include a spe- 
cific question as to whether the applicant is related 
l to, or is personally acquainted with, a trustee, officer 
e or employee of the bank. 
- A reason given frequently by banks having a def- LITHOGRAPHY MEANS ACCURACY 
l inite policy against employing relatives is that such Only modern lithography gives critical 
. a policy avoids embarrassment where the applicant spacing and controlled registration neces- 
urvey may not be qualified for the available position. me val prem lt odlpesine nye = 
During the course of bank examinations, certain offers the ultimate in unrestricted form 
ally supervisory authorities also inquire periodically as to design. 
po the number of related persons employed. 
re- CONTROLLED MANUFACTURING pre- 
vey Probationary period for new employees vents interruption in form use. Hano 
the Of the banks replying to the 1955 survey, 103 state pag er em Specially for- 
1da- that new employees are engaged on a probationary mulated carbon papers insure maximum 
ned basis. The current tabulation showed an increase over penal ST tan” ead Tene 
-an- the 1941 data when 76 responding banks indicated 
that employees were hired on a trial basis. CUSTOM FORMS. STANDARD TAB 
re- The table below summarizes the replies received IMPRINTS and 27 Stock Tab forms make 
ex- in both surveys and shows that the average proba- pig tage ny ow —" nia og og 
, Of tionary period remains relatively unchanged at from aes On alte pegs 4 Pee te lang 
re- three to six months. Only a few banks favor a one- 
year period or some other basis. 
the LENGTH OF PROBATIONARY EMPLOYMENT PERIODS 
ged Probationary Period 1955 Survey 1941 Survey 
ee 3 months 51 20 
veal 6 months 28 20 General and Sales Offices: Warehouse and Branch Plant 
Other 16 5 HOLYOKE, MASSACHUSETTS MT, OLIVE, ILLINOIS 
: houeeig 5 7 MANIFOLD PRINTERS SINCE 1888 
; month 3 11 
. A probationary period is stipulated by most banks 
3S 
to precede the status of regular employment as a pre- 
ODS (Circle number 470 for more information) 
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SUS-RAP 
PROVIDES SAFE TRANSIT 


and Economical Packaging 


Exclusive Vertical-Horizontal suspension safeguards your 
product both in and out of its shipping carton... 
Fewer packaging components and the elimination of 
pad folding reduce labor and material costs 


>red to your product and pretested b 


Laboratory Developed and Tested Packaging 


VANANT COMPANY ING. 954 S. Water Street Milwaukee 4, Wis. 


(Circle number 471 for more information) 


Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 
Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
_\ when desired without 
| \ extra cost. 






















Nine stock com- 
binations, all at 
one low price! 
rT aa | 


_ 
a sion \ 


—_— 


imile impres 


_o 


{ Facs 


| 345678 | 


& CO., Incorporated 
216 Nichols Ave 


Brooklyn 8, N.Y 


NEW YORK e CHICAGO e SAN FRANCISCO e¢ MORSTREAL 
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nent hiring of any employees who might later have 
to be discharged for characteristics which could be 
_ detected during a short period of observation. 


| cautionary effective means of preventing the perma- 
| 
| 


Employment of married women 
The changing times with respect to employment 
| of women is reflected in the following statement 
| from the 1941 survey: 

“Opinion is about divided on the employment of 
married women, with 46 banks answering in the af- 
firmative and 42 in the negative.” 

One of the more significant changes occurring over 
the past 15 years is the fact that 101 out of the 108 
banks answering this same question now employ mar- 

| ried women. Seven banks apparently do not employ 
married women; six of these are banks with less than 
25 employees. This contrast, as well as the policy on 
continuance in employment of persons who have mar- 
ried another employee, is shown here: 


DATA ON EMPLOYMENT OF MARRIED PERSONS 
1955 Survey 1941 Survey 
YES NO YES NO 


Employ married women 101 7 46 42 
Retain person who 
marries other employee 21 68 10 54 


Promotions from within 

The 1941 survey reported that vacancies in 87 
banks (84%) were usually filled from within the ranks, 
while in only two banks was this done primarily from 
the outside; and in four banks promotions were made 
from both sources. 

The comparison of answers to the same question in 
the 1955 survey confirmed the fact that in recent 
years, the policy of promotion from within is still 
generally accepted among banks. However, there is 
an increase to 56 banks (from four in 1941) that use 
“both” methods to fill vacancies, as shown in the 
table. This reflects the growth of savings banks result- 
ing in unavailability of candidates from within. It 
may also reflect the greater incidence of more spe- 
cialized or technical positions. These are but two of 
the factors which make it necessary to recruit from 
the outside in order to meet current personnel re- 
quirements. 

When vacancies occur in managerial or official posi- 
tions, according to the more recent survey, these are 
usually filled from within the ranks in 82 (or 74%) 
of the banks; five draw from outside the bank; and 
55 from both. 


COMPARISON OF METHODS USED FOR FILLING VACANCIES 


1955 Survey 1941 Survey 
Vacancies Official or Clerical Clerical 
filled from: Managerial Positions Positions 
Within the ranks 82 66 87 
Both sources 55 56 4 
| Outside sources 5 18 2 


Use of floating force and part-time help 

| Currently, 18 banks report maintaining a floating 
force, as against nine banks in 1941 which resorted 
to this method for taking care of peak loads; 16 of 


id ee 


these “1955” banks had less than 100 employees. 
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However, the services of some part-time persons 
or employees are utilized by 61 of the larger banks, 
35 of which have more than 50 employees. A total 
of 325 part-time employees were reported as being 
employed by responding banks on an hourly-rate ba- 
sis as of January 1, 1955. 

The 1955 survey report indicates definite patterns 
of regularly scheduled workweeks and overtime pay- 
ment practices as conditions of employment. 

About 41% of the banks reporting are on a 40-hour 
workweek and use this factor in arriving at the hourly- 
rate of compensation for the payment of overtime. 


NUMBER OF HOURS IN REGULARLY SCHEDULED WORKWEEK 
No. of Hours No. of Banks 


in Workweek Reporting 
40 45 
35 19 
37% 19 
36 15 
ot 12 
Other 1 


BASIS FOR OVERTIME PAYMENTS FOR WORK 
No. of Hours in No. of Banks on 
Regular Workweek Payment Basis 
40 78 
35 
36 
37 
37} 
Other 
For work beyond daily hours 


© & & OLD D 


When the established workweek is less than 40 
hours, it is customary for some banks to pay overtime 
on a definite basis (such as straight time or time 
and one-half) until the 40th hour is reached; there- 
after, payments are made for all overtime at the time 
and one-half rate for all hours worked over 40. m/m 


capsule 
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How to improve salesmanship 





TesTED Ways To CLOSE THE SALE, by Elmer Wheeler. 
Harper & Bros. New York. 1957. 226 pages. 

This book contains tested ideas, suggestions and 
hints to help executives increase their sales. Readers 
can quickly locate pointers on how to make a good 
approach, how to ask for the order, how to close, how 
to overcome stalling tactics and handle objections. 

The author is developer of the “tested selling sen- 
tence” concept for teaching salesmen. This is based 
on use of exact phrases which his research has dis- 
closed as good sellers. His book incorporates many 
sales techniques developed during his sales training 
programs for such companies as DuPont, Macy's, 
Sears, and Cadillac. His selling word combinations 
and other methods are fully presented. 
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IMMEDIATE 
DELIVERY 


ON ALL 


EQUIPTO 
LOCKERS! 


Expanded production facilities 
now permit SAME-DAY-SHIPMENT 
of all orders for Equipto’s 
widely acclaimed Modern-Flow 
No nuts, bolts or 

83% faster assembly 


Lockers 
screws 
time. Available in your choice of 
single, double or multiple tier 
types in all standard sizes 

Write today for handy free booklet 
‘How to Solve Your Clothes 


Storage Problem 





FREE BOOKLET ANSWERS 
ALL QUESTIONS 








615 Prairie Ave., Aurora, Ill. 


Steel Shelving ..... Lockers ..... Benches 
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IDENTIFY PHYSICAL ASSETS QUICKLY, 
PERMANENTLY, ECONOMICALLY 


METHODS & SYSTEMS MEN 
COMPTROLLERS & ACCOUNTANTS 
MAINTENANCE SUPERVISORS 
PURCHASING AGENTS 












Interested in accurate records that simplify deprecia- 
tion of equipment for tax, insurance and accounting 
purposes? Identify with Serially Numbered “AUTO- 
GRAPHS”. Adhesive-backed...they’re a cinch to 
mount. Easy-to-read, too, and attractively designed for 
efficient “out-front” mounting. Just for the records... 
your Property Control records .. . there is no finer tag! 











PROVE IT 
TO ME! [ete 
COMPANY 
STREET. 
I'm interested in more CITY STATE 





efficient Property Con- 
trol. Send free samples, 
literature and your 
Property Control pom- 


phiet. MM-6 
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MASON CITY, IOWA, U.S.A. 














YOU COULD BE 








Disastrous business fires do seem to 
happen to the other fellow. But you could 
be the other fellow next time. And if you 

lost your vital records you might be forced 
out of business. (43 out of 100 firms 
losing their records in a fire never reopen.) 
Protect your records in a Meilink ‘‘A”’ 
label safe. There is no safer safe in the 
whole wide world. At your Meilink dealer 
or write to Meilink Steel Safe Company, 
Oakwood and Clinton, Toledo 6; Ohio. 


with MissnaiS i for keeps 


Most complete line of safes and insulated products 
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Home Study Course 
In Programming 
Business Computers 


A home study course, the first and only 
one of its type, is being offered by Busi- 
ness Electronics Inc. Designed for people 
without technical training or experience, 
it is based on a similar course members 
of the firm developed and are teaching 
at a large University. 


Students are taught to develop and pro- 
gram electronic systems for business 
problems such as Payroll, Accounts Re- 
ceivable, Inventory Control, etc. for a 
theoretical electronic computer called 
BEC. 


BEC was designed for instructional pur- 


Datatron shipments 
set new record 

Delivery of six Datatron 
electronic data processing sys- 
tems in March—totaling about 
$1.6 million—set a new one- 
month record for the Electro- 
Data Division of Burroughs 
Corp. 

Businesses availing them- 
selves of the new units were 
Allstate Insurance Co., Atlan- 


tic Mutual Insurance Co., 
Electronic Associates,  Inc., 


Louis Allis Co., Pepperell Mfg. 
Co., and the Chicago Area 
Transportation Study. This 
brings to 147 the nationwide 
number of installations of Bur- 
roughs computers—including 
the large Datatron system and 
the desk-size E101. 

The new delivery record 
was reached less than three 
years after delivery of the first 
Datatron. Production rate is 
now one system every five 
days. 


y . + e*eeee e °* @® . 
| 


poses and includes the best elements of | 


commercially available computers. The 
knowledge the student gains from BEC 
can be applied to any computer. ‘‘Pro- 
gramming for Business Computers” pro- 
vides an opportunity for the student to 
study at home at his own convenience 
for only a few cents a day. 


Free brochures describing the course 
are available upon request from Busi- 
ness Electronics Inc., Educational Divi- 
sion, 420 Market Street, San Francisco 
11, Calif. 
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College facility will train 
managers in electronics 


A research facility to edu- 
cate business managers in the 
techniques created by elec- 
tronic computers is announced 
by UCLA. 

Western Data Processing 
Center (WDPC) was jointly 
founded by UCLA and IBM. 
The latter firm donated sev- 
eral gifts to the center, includ- 
ing use of a 705 electronic 
data processing unit. This gi- 
ant digital computer is spe- 
cially designed for business 
and management problems. It 
is housed in its own $750,000 
research building. 
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The 705 can make 240,000 
decisions in terms of true and 
false answers in only 60 sec- 
onds. It can, for instance, de- 
termine prime locations for a 
retail store, simulate operation 
of an oil refinery, handle a 
huge billing operation in min- 
utes, furnish inventory and 
production control reports, 
and make a 50,000-man pay- 
roll with millions of deduc- 
tions. 

Chosen to head WDPC is 
Dr. George W. Brown, a 40- 
year-old mathematician ex- 
perienced both as a_ scholar 
and industry man. 


Computer distributes box cars 

An electronic computer sys- 
tem gives optimum box car 
distribution to its customers, 
say executives of Southern Pa- 
cific. 

The system is the result of 
three years of operations re- 
search by SP and the Stanford 
Research Institute. The meth- 
od may foreshadow develop- 
ments on all U. S. railroads. 

SP maintains operations 
over some 8,000 miles of track. 
Box cars are constantly in 
transit and tend to bunch up 
in certain areas—or are routed 
out of SP’s jurisdiction alto- 
gether. Yet during the western 
growing season, for example, 
it is imperative that box car 
requirements of shippers be 
met all along the line. 

To handle this problem, an 
IBM 650 magnetic drum data 
processing unit solves a mathe- 
matical formula developed 
just for this situation. Coupled 
with the computer is a high- 
speed data processing unit. 
Together, the units can proc- 
ess more than 70,000 car rec- 
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This new Electronic Data Processing System solves 
the paperwork problems of large-scale business — 


HOSPITAL-MEDICAL SERVICE ASSOCIATION. The 
DATAmatic 1000 will maintain up-to-date 1,600,000 
subscriber records, and process transactions such as 
billing, service reports and posting of receipts. 
Sample performance: Process an average of 25,000 
daily transactions in 2 hours! 


LARGE MANUFACTURER. The DATAmatic 1000 
will compute and integrate production schedules and 
maintain inventory records for 100,000-unit weekly 
output (involving 8,000 basic types of devices and 
15,000 part numbers) . . . compute payroll for 14,200 
employees ... perform labor distribution accounting 
for 8,000 production workers. Sample performance: 
Process an average of 25,000 daily transactions in 
2 hours! 


LEADING BANK. The DATAmatic 1000 will up- 
date 700,000 stockholder records, 100,000 deposit ac- 
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counting records, 8,500 personal trust records and 
65,000 installment loan accounts daily. Sample per- 
formance: Post an average of 4,000 daily changes into 
700,000 stockholder records in less than one hour! 


What sold these businesses on the DATAmatic 
1000? Its amazing speeds, of course . . . but above all, 
the fact that this is the system designed specifically 
for business. All elements of the DATAmatic 1000 
— processing speeds, file capacity, flexibility, reli- 
ability, ease of programming are perfectly com- 
bined for handling an almost limitless variety of 
large-scale operations. 


If you are considering any large-scale data processing 
program, you will want to evaluate the DAT Amatic 
1000. Our applications engineers will be glad to discuss 
your requirements. Courses of instruction and pro- 
gramming are available. Write for details to Dept. M-6. 


DATA matic 


CORPORATI1 


151 Needham St.*Newton Highlands 61, Massachusetts 
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ords daily. Car handling effi- 
ciency is evaluated, forecasts 
of traffic trends are made, and 
the railroad officer-in-charge 
is advised where empties are 
needed to satisfy demands. 


Electronic scheduling 

for shipment, delivery 
Management can plan pro- 
duction schedules right to the 
minute as one result of a re- 


cently devised electronic con- 
trol system. 

In this development, off- 
cials of Riddle Airlines in Mi- 
ami teamed up with Western 
Union executives to develop 
electronic handling of deliver- 
ies, air waybills and in-flight 
shipments. 

For instance, air waybills 
are prepared manually only 
one time, cut as five-channel 
common language tapes for 
transmission over the airline’s 
regular communication wires. 
At destination stations, tele- 


“x7ho minds waiting?’ 








FREE, this helpful 

illustrated book, 

ss=| “How to Choose 
Office Chairs.” 


Aok Your Cromer Dedler 


1200-SERIES CHAIRS 
MAKE IT A PLEASURE! 


These are no ordinary 
chairs. Instead of the 
hard, unwelcoming 
seats so often en- 
countered, Cramer 
1200-Series Chairs are 
deep foam-cushioned 
on seat and back. In 
many models for every 
need; lightweight, 
well-braced aluminum 
side and arm chairs 
which may be joined 
in rows or stacked 
and easily-adjusted 
matching swivel 
‘ chairs, all with attrac- 
tive removable covers 
and all exceptionally 
low priced! 








CRAMER POSTURE CHAIR CoO., INC! 


1208 Charlotte, 


Kansas City S, Mo. 
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printers reproduce the infor- 
mation. This feature alone 
saves hundreds of manhours 
now spent preparing waybills. 

The waybills arrive in ad- 
vance of plane flights. Thus 
pre-planned delivery truck 
routing is possible—and receiv- 
ers know exactly what freight 
is aboard for them. With this 
advance knowledge, execu- 
tives can lay out production 
schedules timed to the exact 
arrival of materials. 

Eventually the control sys- 
tem will extend to operations, 
inventory and space reserva- 
tions for each of the airline’s 
terminals in key eastern cities. 


How to make punched tape 
with an adding machine 
Print-punch equipment now 


available from Clary Corp., 
San Gabriel, Calif., tapes in- 
formation directly from add- 
ing machines, cash registers, 
or other output mechanisms. 

The print-punch equipment 
does not interfere with crea- 





tion of standard adding ma- 
chine or cash register tapes. 
Perforated tapes are the com- 
mon-language type and can go 
directly to tape-to-card con- 
verters or other readout units. 
The tape can be produced on 
any desired code from five to 
eight channels at the rate of 
20 characters per second. It 
contains and identifies all op- 
erations entered on the stand- 
ard printed tape. 

Because the separate punch 
unit is detachable and can be 
remotely located and _ con- 
trolled, operating noise can be 
isolated, and servicing of the 
tape punch is much simplified. 

For more details, circle num- 
ber 573 on the Reader Service 
Card. 
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The remarkable new Olivetti Tetractys processes busi- 
ness figures at high speeds formerly associated only with 
non-printing calculators, and prints a complete tape rec- 
ord. New in concept, new in range of application, it is 
the first (and only) dual-register printing calculator. It 
provides automatic accumulation, an automatic con- 
stant, and a “memory.” 


In combined operations, it eliminates the need to re- 
enter intermediate figures; these are automatically stored 





in the second register, or in the ““memory.” It automati- 
cally accumulates products, quotients and totals, to give 
a grand total. It can multiply a first number by a second 
number by a third number and so on, without re-entry 
of intermediate products. Its unique constant locks in 
and clears out automatically. 


These features (plus others) enable the Tetractys to 


process many kinds of figurework faster than they have 
ever been done before. May we demonstrate this to you? 


- 


For a demonstration, or for more information, write or wire 
Olivetti Corporation of America, 580 Fifth Avenue, New York 


36, N. Y. Olivetti sales and service available in all 48 states. 


(Circle number 479 for more information) 
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Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’”’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 


Miniature Product 


Reproductions 


y-//4 Recognition 









Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
| less than steel; cost less than some cor- 
| | rugated paper files. They’re shipped 
| assembled, ready for use. 
NOW-—smooth, staple-free 
fronts make them suitable 
even for ‘front-office’ use. 


Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 
*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 


PROCESS*D TO REMARK.- 
ABLE STRENGTH. 










Miniatures of your product on prac- 
tical jewelry creations offer recognition 
that’s always selling. We would like to 
show you what we can do with your 
product. Why not write us today? 


IRONS & RUSSELL COMPANY 


Emblem Manufacturers Since 1861 CONVOY, Inc. 


95 Chestnut Street, Providence, R. I. STATION B, BOX '4™ 
ne ee 


(circle number 480 for more intormarion) (Circle number 481 for more information) 





‘t takes a SYSTEM™ 


to save filing 
Spaces time * money 


The patented, easily operated drop 
doors are scientifically designed to give 
maximum protection to records. This 
feature is just another reason why 
more and more companies are 
adopting the Visi-Shelf 
Filing System! 











“TWICE AS 
MANY 
RECORDS IN 
THE SAME SPACE” 

or “SAME AMOUNT 
OF RECORDS 

IN HALF THE SPACE!” 


Visi-Shelf File, Inc. Dept. 52 
225 Broadway New York 7, N.Y. 


Please send the following: 

...File Survey Form 
Manual on Terminal Digit Filing 
Catalog & Name of nearest distributor 


SS ee ee 

Write Today for Free NEES A Ee oe ETT 
Survey Questionnaire and a cn nal Us sn uns tk es ald hist eon 
Terminal Digit Filing Manual .— — SEE ee 


c 
. = ow oe ow oe oe oe oe ee em ees; 
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How to get money 


(Continued from page 37) 


veers off many double-A companies 
into the stock and bond financing 
market where credit rating as such 
presents a slightly smaller problem. 

If your rating is “A” you are 
generally closed out of the stock, 
bond and real estate market. Ex- 





ABOUT 
THE 
AUTHOR 


George W. Warnecke heads the 43- 
year-old real estate investment organ- 
ization that bears his name. His firm 
owns 11 independent subsidiaries in 
key U. S. cities, and handles a total 
financing volume of more than $200 
million annually. Mr. Warnecke has 
been a mortgage consultant to the 
Prudential Insurance Co., housing ad- 
visor to Secretary of the Interior Har- 
old Ickes in the Roosevelt Adminis- 
tration, and a contract negotiating ex- 
pert for the U. S. Navy. 





pedients found to aid such compa- 
pies are: 1) a local stock issue, 2) 
a local bank loan, 3) sale of corpo- 
rate stock to outside financiers, and 
4) merger with larger concerns. 

A word of caution should be 
added about underestimating capi- 
tal needs in expansion plans. A case 
in point occurred in the Southeast 
recently. A fast growing electrical 
concern with limited working capi- 
tal raised money for additions to its 
two plants by selling $500,000 of 
common stock to the public. The 
additions were built in the follow- 
ing year. In the meantime, how- 
ever, demand for the company’s 
products far outstripped produc- 
tion. Because the company wasn't 
ready for this surge, both produc- 
tion and marketing costs went up 
sharply, as did the need for work- 
ing capital and the company went 
into the red. A bond issue of 
$1,500,000 was needed to further 
enlarge the plants and introduce 
more efficient production and mar- 
keting practices. 

The study of your company’s ex- 
pansion potential is something to 
be done today, and not tomorrow. 
Tomorrow your competitor may al- 
ready be one day ahead of you. m/m 
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An actual case history on 


es AN AUTO, an incentive plan is a useful 
| device until it goes out of control; then it gets 
| dangerous. More than a few firms have had 
their profits damaged—or destroyed—when 
| management’s grip has slipped from the steer- 
| ing wheel of an incentive program. It almost 
| happened to the Almhurst Company*, the 
_ third largest company in its industry. 


| THE PROBLEM 


Almhurst emerged from its founder’s basement 
| to grow to a status of six plants, 375 employees and 
| $6,000,000 in annual sales. Supporting this growth 
| was a policy of quality production and close man- 
agement vigilance over costs. Piecework rates were 
set high enough to offer a real incentive to workers, 
yet low enough to be sound and economical. 

But during the war years management’s grip slack- 
| ened; a union stepped in and pressured for changes 
| 








in the piece rate pattern. Soon the entire incentive 
plan had been swerved off course. As costs surged, 
|| productivity and quality plummeted—and so did 
profits. Matching the union’s pressures for bigger 
boosts in the pay scale was the Sales Department’s 
demand for an end to price increases. Management’s 
| control continued to weaken. Quality control fell 
| apart. Employees found they could hold back and 
\ falsify piecework tickets and “earn” excessive allow- 
| ances for downtime, because of a lack of production 
| scheduling. Work methods degenerated and the 
plant’s workflow deteriorated to a zig-zag confusion. 


i THE ANSWER 
After several futile attempts to halt the trend of 





fattening costs and thinning profits, management 
recognized that its own resources were insufficient 
| for the task at hand. Company officials called the Pat- 
| ton Engineers for consultation. 
After a study was made to determine the facts, a 
| Proposal was suggested to: : 
| 1. Train company and union men in job evalua- 
tion and in accepted time and motion study 
principles. 
Conduct a foreman’s training program stressing 
| the principles of job evaluation and wage in- 
| centives. 
| 3. Discard the present piecework system. 
| 4. Install a standard hour incentive plan to obtain 
| a fair day’s production for a fair day’s pay 


nN 








without reducing take-home pay. 


THE ACTION 


Management accepted the proposal readily. But 
| then came the ticklish job of selling it to the union. 
| A meeting was called between union and manage- 
| ment officials. The Patton Engineer set forth the 


® The company name is fictitious, but all other facts are au- 
thentic. 


JUNE 1957 


_ How to stop a run-away incentive plan 


| from the files of John A. Patton, Management Engineers, Inc. 


i 
i 
. 
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ADVERTISEMENT 


program carefully and in detail. Graphic evidence 
was presented to show that if employees gave full 
cooperation, wage levels could be maintained, and 
might even be increased. It was made clear that the 
alternate choice, rejection of the program, would 
endanger the company’s existence and thus the exist- 
ence of jobs. 

The proposal was accepted by the union officials. 
A contract agreement was drawn up, voted on by the 
union members, and accepted. 

One more preliminary step remained: to make 
doubly certain that each employee fully understood 
exactly what was to happen—and why. One method 
used was a letter sent to each employee explaining 
the program in detail. 

At this point, all phases of the program were set 
in motion: job evaluation, foreman training, work 
scheduling, workflow changes, work simplification. 
Wherever possible, the Patton Engineer, instead of 
performing the work and making the changes him- 
self, trained qualified people within the Almhurst or- 
ganization to do it. This not only speeded up the 
work and kept consulting fees to a minimum, but 
provided a further guarantee of company-wide ac- 
ceptance of the changes being made. 


THE RESULTS 


1. Savings had been estimated at $50,000 an- 
nually, but this proved to be a conservative figure. 

2. Labor costs were reduced 12%. 

3. Average take-home pay was actually main- 
tained. 

4. Thorough understanding of base rate structures 
and incentive principles by all supervisors enabled 
them to answer all questions to assure the mainte- 
nance of the program. By training them, they were 
made a part of the program to insure its success. 

5. By being made a part of and participating in 
the program, the union was sold on it. 

6. By having members of management work with 
the Patton Engineers, the company was in a position 
to maintain the program on their own. 


SUMMARY 


This is just one of many run-away incentives we 
have been able to halt. Because of our concentrated 
experience in revising incentives, if you have an 
incentive problem, chances are we have encountered 
it before. 

For a complete write-up of this case history, circle 
Number 483 on the Reader Service Card. It may 
help answer your problems. 


Voten Cf Fation 


MANAGEMENT ENGINEERS, INC. 
180 West Adams St., Chicago 3, Ilinois 
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twice as fast 
as other 


photocopiers - 
the new 


CORMAC 
CORONET 





— © Ste 


iin 


Now you can make instant copies from larger originals than ever, right 
in your own office! 

The Cormac Coronet is the only high-speed photocopier with 1834 inch 
throat—full newspaper width plus 334” to spare for easier handling. 
And on length... no limit whatsoever. 


THE CORONET TAKES SMALLER SIZES, TOO. 


Handles up to 2500 standard 814” x 11” originals in one eight-hour day. 
And with the new Cormac micro-dial control, anyone in the office can 
produce instant, quality copies with everything you can see on the original 
in sharp detail. 

Built with the same precision and styling that have won acclaim for 
other Cormac models everywhere. The Coronet also carries the same 
Cormac lifetime guaranty. 

For a free demonstration in your office—on your own work—mail this 
coupon today. 


OTHER MODELS FROM $189. 
CORMAC INDUSTRIES, Inc. 


80 Fifth Avenue, New York 11, N. Y. « ORegon 55-9310 
(Circle number 484 for more information) 
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NOW—INSTANT COPIES 
FROM BIGGER ORIGINALS 


takes copy up to 18° wide by any length 





e Engineered for High-Speed Copying in Volume 
@ Operates Under Any Light Conditions 


@ Compact! Weighs only 38 Ibs. 
Size: 10” x 25%2” x 112” 

@ Guaranteed for Life by the Makers of the 
World’s Most Complete Line of Desk-top 
Photocopy Machines 


@ Price: $478. F.0.B. N. Y. 


roe ae a ae area ee ee ee 4 
| CORMAC INDUSTRIES, INC. Dept. P. | 
80 Fifth Avenue, New York 11, N. Y. 
I would like to see the Cormac Coronet perform in my | 
| office on my own work. Please have the nearest Cormac 
dealer contact me to arrange for a demonstration at | 


| my convenience. | 
J Name... 2... cece cece cece eee re ec eeeeerecenneees | 
| EEE PIC Cae PEE Poe RA NOTICE | 
So: ERATE eo eer erat ne | 
| Ce Spc aAs. <a Oe wiads bee ae Me eked a talvecas l 
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How to gain years of experience 





An imaginative “decision game” serves as a short cut to decision-making experience. Adapted from 


the military war games, this new training method simulates actual business conditions and packs 


10 or more years of practice in basic decision-making into a few hours or days. 


“ues Boy wonders not- 
withstanding, most executives 
agree that there is no substitute for 
experience. And most companies 
rank among their chief assets the 
experience and _ decision-making 
ability of their executives. 

Problems arise, however, out of 
the fact that sound management 
decision-making experience is an 
expensive commodity. It is hard to 
come by. Even an unusually tal- 
ented executive may spend the 
better part of his management ca- 
reer building up the experience he 
needs for a top job. On the other 
hand, if he is pushed up to a key 
post early, to learn to make big 


ABOVE: Playing the AMA’s Decision 
Game are (I to r) Presidents John D. 
Gray, Wallachs, Inc.; William T. Bright- 
man, Jr., Blackstone Mutual; Don G. 
Mitchell, Sylvania Electric; (Observer 
George Olsen, AMA Program Direc- 
tor); and Alfred J. Marrow, Harwood 
Manufacturing. 
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Players Get All Necessary Facts And Alternative Decisions On This Form 






















































































f TATEMENT OF ASSETS T ANNUAL STATEMENTS SSS 
Yeor Quorter | Yeor 
| NET CHANGE | = Company # Compony 2 Compony 3 Compony 4 Compeny $ 
CASH § 4,025,000 254000) § 4,425,000 4 45425,000 $ 45425000 $ 424250000 § 696252000 
INVENTORY 150,000 ons © $ 4,80 6§ «67s,000 = * | $ 675,000 $ 675,000 $ 675,000 $ 675,000 $ 675,000 
| PLANT INVESTMENT Scene sean om «4 5.00 55,080,000 _s0,000| $ 510502000 * $050,000 $ $4050+000 $ 51080000 $ 54050s000 
| TOTAL ASSETS 5 102190200¢ es: 732000} $ 109150,000 $ 105150000 $10+150s000 $10+150+000 $ 10+150e000 
~~ INCOME STATEMENT T eae MARKET INFORMATION 
1 ' 
SALES INCOME 900,000 units © $ $200 $ 45500,000 ' Compony ! Compony 2 Compeny 3 Compony 4 Compony $ 
COST OF GOODS SOLD & OPERATING EXPENSES \ PRICE $ 5.00 $ $200 $ 5-00 $ 5000 4 S00 
COST OF GOODS SOLD $ 4+050,000 SHARE OF MARKET 20200 ¢ * . s * 
MARKETING AND RESEARCH & DEVELOPMENT $ 3002000 TOTAL MARKET #+500+000 
OTHER (Morket Research) $ $ 4+350.000} PporenTiat sales 900.000 
ine MARKET RESEARCH REPORT 
OTHER INCOME (Plont Disposal) $s} TOTAL INDUSTRY MARKETING EXPENDITURE ‘ 
INCOME BEFORE TAXES $___150.000 | TOTAL INDUSTRY RESEARCH & DEVELOPMENT EXPENDITURE ‘ 

) TAXES $___75,000 | POTENTIAL SHARE OF MARKET . MAXIMUM MARKETING « 
| NET INCOME $___7$,000 | POTENTIAL SHARE OF MARKET . MAXIMUM PRICE + 
OPERATION AND DECISION INFORMATION 

(tor next period) os 
LAS! PEMOO 
UNIT COST OF PRODUCTION § a.65 ‘ acai! : 0.87] $ 4.54 $ 4.50 $ 4.48 $ 4.48 & 406 $ 4045 
UNITS OF PRODUCTION 720.000 765,000 810,000 855000 900.000 918,000 934-000 954,000 972,000 
DECISION ALTERNATIVES 
COST OF PRODUCTION § 5,308,000 * 3,526,700) * 3.701.700! © 368614700) © 4.050.000) § 051225800 | § 4,193+300| $ 45254s800/ § 44325400 
MARKETING $ 170,000) * 180,000) * 190,000] * 200,000] § 210,000) $ 220.000) § 230s000 
RESEARCH & DEVELOPMENT $ 98,000] * 90,000) § 95,000) $ 100,000) $ 105,000) § 1100000) $ 115-000 
i ADDITIONAL PLANT INVESTMENT s # 30,000 § 20,000 $ 30,000 $ 20,000 § $0,000 $ 60.000 $ 70.000 $ 80+000 
MARKET RESEARCH INFORMATION 
ine howd todeewy taeokanen Gesendties none $ s.000] § 10,000] 8 101000] § aseooo| 5 15e000] § zeceeo] —§ ab ebee 
ss tomers sera actors” 
a ee wont $ 22-800] § 22800 + 03 lo00 
pace $ 4.80 $ o.85 $ 4.90 4.95 $ 5.00 $ 5.05 $ Seto $ S015 $ Se20 
PLANT DISPOSAL (in enits) wont 3000 10.000 
2 >. 4 s + ;. s ». 
cneesement ALIS [Fa veat 000 ] ame ke a eS 
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WHILE BEING 
MOVED 


Typewriter & Business 
Machine Stands 







DURING 
OPERATION 


QUIET? 


y SILENT STEEL TOP is undercoated. 


vy Retainers, guide bars and feet are 
cushioned. 


¥Casters and feet of soft rubber. 


Only LUXCO Stands 


Offers so many ‘‘No Noise” Guarantees 


eT aS 


A Complete Line of Stands, Steel Chairs 4 
and Stools and a Deluxe Personal File. ( ES 


BADGER:.. ~~ 





LA CROSSE, WIS. 


Export Department, 25 Beaver St. New York 4 NY 
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Decisions, Decisions, Decisions! Making a big one are (seated | to r), Robert E. 
Lewis, Argus Cameras Division of Sylvania Electric; Lawrence G. Haggerty, Farns- 
worth Electronics; Alfred E. Perlman, New York Central; and Theodore T. Miller, 
Polymer Chemicals Division of W. R. Grace & Co. AMA staff member watches. 


decisions by actually making them, 
his company runs the risk that he 
may make an error in judgment 
when the chips are down. Either 
way, the cost comes high. 

Now, however, the American 
Management Association seems to 
have found a practical short cut— 
a means of packing many years of 
decision-making experience into a 
few hours or days of practice. 
Startling as the technique may 
seem, it was endorsed last month 
by some 20 company presidents 
who took part in an experimental 
demonstration in New York. 

What these executives demon- 
strated was an imaginative adapta- 
tion of the war games used by the 
military to train officers in battle 
strategy. Applied to business, the 
method turns out as a “decision 
game, in which teams of execu- 
tives (or executive trainees) form 
“companies” and compete against 
each other for a hypothetical mar- 
ket. 

At the demonstration last month, 
men like Sylvania Electric Chair- 
man Don Mitchell competed 
against men like Mutual Benefit 
Life Insurance Co. President Bruce 
Palmer. Within a few hours, they 
had moved their “companies” 
through a period of four years, 
strengthening or diminishing their 
share of the market, profits, and as- 
sets depending upon the wisdom 


of decisions made for each quarter 
of the years. 

Following the experiment, Wal- 
ter G. Koch, Chairman of Inter- 
national Steel Co., said: “This is 
one of the finest tools of executive 
training I have ever known.” Al- 
fred E. Perlman, President of the 
New York Central System, said: 
“Im going home having learned 
more today than in any one month 
this year.” 

The presidents pointed out spe- 
cific flaws in the training method 
as it is now conceived, but AMA 
President Lawrence A. Appley re- 
minded them that the project rep- 
resents only a start in a new direc- 
tion of management development. 
Said he: “I feel like I have just 
watched the Wright Brothers fly- 
ing their first plane. In 10 years 
this program will look primitive.” 

Even so, the decision game in 
its present form requires the capac- 
ity of a giant computer to figure 
the competitive effects that the 
various decisions made by the com- 
peting companies have on the hy- 
pothetical market situation. 

And primitive as it may seem 
from a future perspective, the 
game unquestionably can serve 
now to provide executives at all 
levels with a broad new insight into 
the skills of decision-making. 

Heres how AMA’s decision 
game works: 
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The electronic computer is set 
up with a series of formulas that 
will be used in calculating the ef- 
fectiveness of decisions to be made 
(AMA keeps these formulas se- 
cret). 

The men who are to participate 
in the game are divided into five 
groups, or companies. They organ- 
ize themselves either on a commit- 
tee basis or by electing officers such 
as president and controller. Then 
each company is given a large 
form showing all of the resources it 
has at its disposal: inventory, capi- 
tal, and plant. 

At the beginning of the game, 
all companies have equal assets 
and an equal share of the market. 
They all make the same product, 
an item that sells for about $5. 

The form lists a series of alter- 
nate decisions that each team can 
make for the first quarter of the 
year of play: quantity and cost of 
production, expenditures for mar- 
keting effort, research and devel- 
opment, and additional plant in- 
vestment, as well as the price for 
which they will sell their product. 
The possible combinations of deci- 
sions are limitless, but the company 
cannot spend more for the quarter 
than the amount of cash it has on 
hand. 

The teams are given 25 minutes 
to decide on their course of action 
for the first quarter of play. Then, 
when they have circled their vari- 
ous decisions on the forms, the 
forms are collected and all of the 
decisions are transferred to 
punched cards and fed into the 
electronic computer. 

Based on a series of predeter- 
mined formulas, the computer ad- 
justs each company’s share of the 
market, assets, and so on, accord- 
ing to all of the decisions made 
by all of the teams. Each team 
then gets a new form showing its 
new position. 

Then another round of play 
takes place, representing the sec- 
ond quarter of the year. The game 
continues on this quarterly basis 
until a number of “years” of deci- 
sion-making experience has been 
gained by the participants. Five 
or more years of play can be easily 
conducted during the course of a 
day. 

One of the features of the game 
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MODEL JUNIOR CONTINUOUS 

For quantity production in copy- 
ing subjects at same size, or sub- 
jects 14” x 17” at 60% of orig- 
inal size. 


PHOTOSTAT INSTANT COPIER 
Makes 5 black on white copies in 
one minute up to 812” x 14”. 
With an adapter, paper plates 
for offset printing may be made 
quickly and economically. 


MODEL NUMBERS 2 & 4 CONTINUOUS 
For larger volume copying needs. 
Model No. 2 copies up to 14” x 
18”, Model No. 4 up to 18” x 
24”. Both models enlarge to 
200% or reduce to 50% of orig- 


inal size. 


Three Models 
for Multiple 


Photocopies... 





ALL PUSH BUTTON CONTROLLED 


Whichever model of Photostat Photo- 
graphic Copying Apparatus you choose, it 
will furnish an inexhaustible, ever depend- 
able supply of photocopies . . . same size, 
enlarged or reduced . . . photocopies that 
are quickly made, accurate and inexpensive, 
of records, letters, statements and endless 
other papers which are everyday essentials 
in almost any business. 


To meet individual requirements, there 
are seventeen models of Photostat Photo- 
graphic Copying Equipment available, from 
the compact Instant Copier . . . for copying 
work in small offices or in individual de- 





tinuous models that answer the copying 
requirements of industry as well as state 
and government agencies. 


Photostat Photographic Copying Equip- 
ment and Photostat Photographic Paper 
and Chemicals set the standard of quality 
and dependability throughout the photo- 
copying field. We would be pleased to tell 
you more about the models illustrated or 
any of the others. Write us direct or consult 
the nearest of our trained representatives 
located in principal cities from coast to 
coast and in Toronto, Canada. 


PHOTOSTAT CORPORATION 












partments of larger offices . . . to the Con- P. O. Box 1970-C, Rochester 3, New York 
PHOTOSTAT 
wo ay 0 comple phology salefadion is the 
=) H re) se) Ss TAT trademark 
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PHOTOSTAT CORPORATION 
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WASSELL ORGANIZATION, INC. 


*/ love my New Order Desk. 
/ find or file an Order'or a 
Master in Seconds! 


My Boss is in better humor, too. 
Before | was on my feet as much 
as at my desk" 


Management 





Methods 


| the powerful 


new force 
in the 
SELL C | 
WAS poo gg ® Management 


give finger tip control of all records. | 
Cards and correspondence or orders 
can be mixed. All records instantly 
available. PATENTED 


qe DESCRIPTIVE CATALOG 
Effective Tools for 


Market 











Effective Ma nagement Methods and Procedures 


Specialists 


Redesign basic operating proce- 
dures involving automatic data 
processing using large scale com- 
| puter. Training courses. Up to $8400 


vy 





Phone Westport, CA 7-4111, er send coupen | 
Please send free Booklet on ORDER DESK 


pa Coe Cree erereeeeseresereseseeeseseseseeee to start. Send resume to c A. Strick- 
Bs aes land, Mgr., Methods Research, Balti- 
more & Ohio R. R., Baltimore, Md. 














SAVE TIME 


Clerks file faster with Space- 
finders, save initial cost yearly. 
These proven savings result 
from unmatched visibility and 
accessibility. 


SAVE SPACE 
Each Spacefinder gives you 204 de : | AY) | 
visible, accessible, filing inches CUUETIDE ERE HEE 
—holds a stack of papers 17 Lie ee pabberrtietrec y 
feet high! T | re " 


SAVE MONEY En fee 


Handsome Spacefinders cost 
less because fewer units do the 
job. You save rent, filing more 
in less space. 


DOA BETTER JOB 


Because Spacefinders provide 
the speed, convenience and 
economy of shelf files with 
dust, dirt, fire protection of 
drawer files. TAB PRODUCTS Co. 

995 Market St., San Francisco 3 


At no obligation, please send Spacefinder brochure 
NAME___ 
POSITION. 
ADDRESS_ - 


CITY ZONE___STATE. _s 
TTT TTT) 
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is that none of the competing com- 
panies are told how their competi- 
tors are doing except at predeter- 
mined intervals. In the intervening 
periods, each can only make rough 
guesses about the others on the 
basis of its own quarterly state- 
ments. However, it is possible to 
buy this competitive information. 
For sizeable amounts, a company 
can find out how much its competi- 
tors are spending for research and 
development and the share of mar- 
ket each company holds, etc. 

Another feature is that the time 
allowed for decision-making each 
quarter is progressively diminish- 
ed until only 10 minutes is allowed 
for each round. This encourages 
teamwork among the members of 
each company, and forces them to 
learn to analyze facts and figures 
quickly. 

The presidents who demonstrat- 
ed the game last month said they 
not only learned a lot, but had a 
lot of fun in the bargain. “A de- 
lightful day,” said International 
Steel’s Koch. “I personally got a 
big bang out of this,” said Sylvan- 
ia’s Don Mitchell. “This is a tre- 
mendous idea,” said Patrick B. Mc- 
Ginnis, President of the Boston and 
Maine Railroad. 

The American Management As- 
sociation has big plans for its deci- 
sion game. It plans to make it the 
chief attraction in the training pro- 
grams to be conducted at its new 
Academy for Advanced Manage- 
ment at Saranac Lake, N. Y. 

In the meantime, further work is 
going on to improve the project. 
Refinements will continue to be 
made in the game to bring it even 
more in line with actual business 
operating conditions. In addition, 
this initial game is to be followed 
by others. There will be more com- 
plicated versions of the present 
game, variations that permit a 
company to sell in two different 
markets and that include the pos- 
sibility of merger or of product di- 
versification. Specialized games 
will deal with particular business 
operating problems such as inven- 
tory and distribution. A more elab- 
orate game will pose the problem 
of organizing the various functions 
of an enterprise to meet competi- 
tive conditions. m/m 
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HERES HOW... 


Hooker Electrochemical processes orders faster 





The company’s previous order-writing sys- 
tem involved much repetitive writing. This 
was corrected in a new automated system 
that also saves time and errors, processes 
orders faster and produces statistical reports 
more efficiently. 











The Flexowriter starts the chain of auto- 
mated procedures. The input is fed into it: 
constant information from the customer’s memo 10 
master tape and variable information from 
the salesman’s order. The output shows in 
Moore forms and in by-product tapes that 
activate punching or writing machines. 








A Moore 10-part Order and a 5-part In- 
voice were designed to make the system 
dovetail, and copies carry information or 
instructions to every location needed. A 
statistical tape, containing selective infor- een nae te enn emt ne tran at en tte td 
mation, prepares punched cards and, from a eee Sa EME?! 
these, monthly and yearly reports and spe- 
cial analyses are run off. 


ed 








The Moore man, using Moore facilities, 
helped Hooker with scientific design and 
manufacture of forms to fit the system of 
Automated Data Processing. 








If you would 
like to read 
the details in 
this booklet, 
write on your 





Company 
letterhead to 
the nearest 
Moore office 
below. 





MOORE BUSINESS FORMS 


Inc 
NIAGARA FALLS, N.Y. ° DENTON, TEX. ° EMERYVILLE, CALIF. - 





Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 


offices and factories across U.S., Canada, Mexico, Caribbean and Central America. 
(Circle number 490 for more information) 
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Order quantity charts 


(Continued from page 47) 


180° so that the right line of the 
nomograph is over the edge of the 
graph. Mark off the major divisions 
so that they run from top to bottom 
of the finished chart. Number this 
line and title it “Unit Cost.” The 
result will be the same as the right- 
hand column in Figure 3, page 47. 

Step 5: Remember that K is a 
constant depending upon costs of 
processing an order and cost of 
carrying inventory. You can deter- 
mine K from the formula: 


24B 
we BS 

In this formula, 

B=The cost of processing an 

order. 

[=The cost of carrying inven- 

tory. 

For example, if B equals 2 ($2 
per order) and I equals .20 (20% 
carrying cost), then: 

24x2 
K=,/ 20 
= mo 

Step 6: Draw a pencil line from 
100 on the usage line to 100 on the 
unit cost line. Lay the center line 











New THOMAS Cost P seultor takes 


the guess work out of any collating job! 


Now, for the first time, you can 
tell in a jiffy just how long it will 
take, how much it will cost, and 
what is the fastest and least expen- 
sive way to do the job. 

Whether you collate a lot or just a 
little . . . whether it’s by hand or 
with a Thomas Collator, this new 
cost calculator is sure to be a real 
help. Send for your free calculator 
today. No obligation, of course! 


We 


ais. 
, 5 a 
alates Mac. 


Thomas Collators Inc., Dept. © hig 
50 Church St., New York 7, N. Y. 


Please rush me: 


TDR ES ; 
COMATING CAST 
CALANK : 






() FREE Thomas Collating Cost Calculator: 
[) FREE Brochure on New Thomas Collators 


(C Demonstration at my Convenience 














NAME 
(Please Print) 
More in use than all COMPANY. 
other makes combined ADDRESS. 
Copyright 1957, Thomas Collators Inc. ’ CITY STATE 


(Circle number 491 for more information) 


76 








| seller, 
| Control, published by Management 
| Publishing Corp., Greenwich, Conn. 


of the tracing paper over the edge 
of the graph paper so that the inter- 
section of the pencil line with the 
center lies on 15.5 on the graph. 
Trace the scale divisions and add 
the title as shown in Figure 3. 

Step 7: Mark the chart with a 
suitable identification of the stock 
where it is to be used, as shown in 
Figure 3. Add any other instruc- 
tions you may wish, such as, “Limit 
all procurements to one year's sup- 
ply,” “Do not use this chart for 
bulky items or items of short shelf 
life,” “Check all items for savings 
from quantity discounts,” or any 
other policy or procedural decisions 
you may wish to direct. 

Your chart is now ready for re- 
production and use. Figure 3 is 


| based on an order cost of $2 and 


an inventory carrying cost of 20%. 
This is typical of a low cost pur- 
chasing situation in an average in- 
dustry. Figure 1, on the other hand, 
is based on an order cost of $10 
and an inventory carrying cost of 
20%. K was, therefore 

ee |24 x 10 

—V 20 

= 68 

If you will connect 100 on the 
usage scale with 100 on the cost 
scale in Figure 1, you will find the 
intersection at the center scale at 
approximately 35 (the most eco- 
nomical quantity to order). 

This is typical of higher cost pur- 
chasing situations where there may 
be considerable handling in in- 
coming inspection, complex plan- 
ning, negotiating, expediting, etc. 

In preparing your own charts, do 
not attempt to create too many 
different charts. It is likely you will 
create much more cost reduction by 
simply going from the intuitive to 
the scientific approach than by fur- 
ther refinement. m/m 
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W. Evert Welch is one of the coun- 
try's leading specialists in advanced 
inventory control methods. He is the 
author of the current business best- 
Tested Scientific Inventory 
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Addressograph ... the machine 


you. never have to pay for... 
IT PAYS FOR ITSELF IN SAVINGS 
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Manufacturer saves thousands of 
dollars a year in preparation of personnel 
records alone! 


There was a time when 19 people were needed to do the personnel 
paperwork for 4800 employees. Over 100 different forms were used. The 
Addressograph man had the answer. He helped the personnel manager 
design 5 basic forms, recommended time and money-saving Addresso- 
graph equipment. Result: 7 clerks now process all employee records—the 
company saves thousands of dollars a year in personnel department 
paperwork alone! 
Ask your nearby Addressograph man to show you how Addressograph 


methods can save you money; or write Addressograph-Multigraph 
Corporation, Cleveland 17, Ohio— Simplified Business Methods.* 


Distributor 
recovers 
investment in 
8 months! 


Preparing 350 order-invoices, 175 
bills of lading and 700 shipping 
labels every day used to be a com- 
plicated process. Errors were com- 
mon. Then the Addressograph man 
designed a master reference file, 
incorporating all necessary informa- 
tion on self-writing Addressograph 
units. In just 8 months the installation 
paid for itself in time savings alone 
—and errors were eliminated! 





Addressagraph-Multigraph 


® 


PRODUCTION MACHINES FOR BUSINESS RECORDS”™ 





© 1957 A-M Corporation 


*Trade-Marks 


SERVING SMALL BUSINESS ~—- BIG BUSINESS —EVERY BUSINESS 
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THE COFFEE BREAK IS HERE TO STAY! 


Control it best with Kwik-Kafé 


e (18) o 
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a * 3 





When you install hot coffee Because if only a few em- You won’t control absentee- 
dispensers in the office, the ployees use the dispenser, ism that way—not without 
idea is to see how much, not you can depend on it that serious impairment of office 
how little, coffee will be the majority are getting their morale. For the coffee break 
consumed. coffee elsewhere. is a national habit. 
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HOT COFFEE 
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7 i 
Rudd-Melikian machines In one famous test case* a the Kwik-Kafé machine’s 
and Kwik-Kafé invariably rival dispenser was putting output quickly rose to 1600 
outsell other makes. And out 25 cups a day. When a cups a day! (And the staff 
the more a machine is used, Kwik-Kafé machine was in- was staying on the job—near 
the smoother the coffee break. stalled beside it... their desks and telephones.) 


























* Names and details on request 


Rudd-Melikian, Inc., Dept. 15F, Hatboro, Pa. 


Send me free booklet, “Control your coffee break.” 


Rudd-Melikian dispensers serving delicious Kwik-Kafé are installed and serviced by our nation- 
wide network of franchised dealers free of charge where volume warrants, and on a trial basis, 


If you wish. 
Get in touch with your local Kwik-Kafé dealer, or send direct to us for free booklet. 











...that delicious coffee Firm Name , _ 
Rudd-Melikian, Inc. Hatboro, Pa. | ow a 
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How to house 


a going | growing 


business 





FIGURE 1: Sales Pool is surrounded by showrooms, sales managers’ offices and executive offices. 


This company wanted to show customers 


not only its products but the efficiency of its over-all operation. 
The pictures on these four pages demonstrate how the 
goal was achieved through an imaginative integration 


mes For 50) years, Avondale Mills, Inc., 
a fabrics manufacturer, had made its headquarters 
in five floors of an old building on Worth St. in 
lower New York. Now the company wanted to 
move out of its remote, antiquated and inefficient 
facilities and into a more modern office in New 
York’s uptown fashion center. It wanted the decor 
of its new offices to serve as a merchandising aid 
and a favorable backdrop for the display of its 
products—but without detracting from the firm’s 
dignity and solidity of character. 
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of sales, executive and clerical facilities. 


Specifically, Avondale’s management gave these 
three mandates to its office designer: 
®" Re-organize our sprawling five-floor operation 
into a single-story operation that will cut legwork, 
avoid duplication of personnel. 
® Integrate all facilities in the office, and make this 
integration visible, so that customers can see the 
full scope and efficiency of the firm. 
® Design a completely non-commercial appear- 
ance, but one that will produce an attractive, sales 
oriented atmosphere. 
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The designers started with 
16,000 square feet of space, all on 
one floor, in an uptown office 
building. They applied to this 
space an “open” plan of layout and 
design, conceived somewhat as an 
“arena” (see floor plan). 

Heart of the arena is the Sales- 
men’s Pool (Figure 1), shown cn 
preceding page. Surrounding this 
hub on all sides are offices for sales 
managers (Figure 2), and execu- 
tives (Figures 3 and 4), as well as 
six separate salesrooms for custom- 
ers. Thus, the entire sales opera- 
tion is integrated for ease of com- 
munication, contact and customer 
service. This single area—measur- 
ing 70 feet by 85 feet and inter- 
rupted only by movable glass and 
metal partitions—houses all but the 
strictly paperwork functions. 

A feature of the “open” layout is 
a luminous ceiling blanketing the 
entire Sales Pool area. This, com- 
bined with the surrounding day- 
light illuminated offices on three 
sides, creates an atmosphere of 
crisp brightness. 

The three showrooms on one side 
of the Sales Pool are designed to 
serve double duty. The dividers 
between the three rooms consist of 
sliding partitions, formed from 
wood panels. The arrangement per- 
mits both small, intimate showings 
and large meetings. 


Reception gallery 

Avondale’s main reception gallery 
is an area 50 by 20 feet, created to 
serve as a merchandising aid. One 
whole wall (Figure 5, Page 82) 
is an exhibit of Avondale fabrics 
mounted so that seasonal changes 
can be easily made. This exhibit, 
setting the tone for the entire op- 
eration, prepares the visitor for the 
Sales Pool and Show Rooms which 
are immediately adjacent. The gal- 


Avondale’s reception foyer, 
entered immediately off the elevator 
corridor, highlights the firm’s red and 
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: Offices of sales managers are separated 
by glass from each other and from Sales Pool. 
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Avondale Mills shows off its efficiency with this simple and open 









“arena type layout featuring imaginative use of glass partitions. 








# z e — 4 . _—_—/- \\ JRES 3 The executive office be- 

ren — camemeciaaantien low is adjoined by the private conference 
room above, entered through a connect- 
ing door. 
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FIGURE 5: The large main reception gallery is flanked by a full wall exhibit of Avondale fabrics. 


FIGURE 6: The general work 


lery is entered from a smaller re- 
ception foyer near the elevators 
(see page 80). The foyer is visible 
through a wide expanse of glass 
doors which carry the eye to a wall 
featuring the red-and-white striped 
Avondale trademark. 


General offices 


With all aspects of the sales op- 
eration established as a unit, the 
designers were able to consolidate 
service and general office areas 
(Figure 6) on a work-flow basis. 


area, arranged for smooth workflow, features recessed fluorescent lights. 


All departments from credit to 
bookkeeping to teletype form a 
continuous flow operation out of 
sight of thecustomers. These areas 
enjoy the same open, well-lighted 
feeling as the customer, sales and 
executive areas. m/m 
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Better Office 








OFFICE -ette'§ 


A combination of free-standing movable Arnot PARTITION-ettes*? and 









modular furniture ... the OFFICE-ette is the ideal way to equip the 






modern office. The furniture and partitioning components tailor fit 






the work station to the worker and to the available floor space—most 






important, their unlimited flexibility allows for future changes. 







Arnot manufactures the industry's most complete line of always-in- 


stock modular components, executive furniture, PARTITION-ettes 






and OFFICE-ettes—all available in steel and genuine Walnut. 






Be sure to see the complete Arnot line at your dealer today. 





















ARNOT-JAMESTOWN DIVISION 

Aetna Steel Products Corporation 
JAMESTOWN, NEW YORK 

Gentiemen: MM 67 


I'd like to Know more about the Arnot furniture components 
and PARTITION-ettes and receive literature. 






Write for 

full-color brochure 
showcasing 

Arnot components 

and new booklet entitled 
“A New Way Of Life 

in The Office” 








Name Title 















Firm Name 











Address 









City Zone State 
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Up to now, she’s had to touch a typewriter ribbon to change tt. 
Messy and difficult. She probably put it off until long after the ribbon was worn. 


Make her a quick-chancge artist! 


with Roytype’s® amazing new Twin-Pak... 
and make sure her typing’s always sharp and clean! 


New Twin-Pak ribbon for new : To change, simply lift out the Look—no smudgy fingers! be- 
Royal Standard and Electric old Twin-Pak . .. drop in the new. cause she never touches the rib- 
Typewriters comes rolled in two ome It’s so simple she can do it bon. Typing again in seconds on 


plastic cases. There’s nothing to blindfolded ! “‘letter-perfect”” Roytype ribbon. 


wind! Nothing to thread! 






a Order Twin-Paks now with 
Roytype ribbons—the ribbons 
that make a better impression... 
. _ and give a better run for your 
— ; a money. 


ROYTYP E° .. carbon papers, ribbons 


quality supplies for all business machines 


Products of Royal McBee Corporation, world’s largest manufacturer of typewriters 
(Circle number 495 for more information) 
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How to make # © 


your product 


do a sales job 


& 
sre 






Increasingly, retailers are using the self-service method to sell 


products ranging from tooth brushes to mosquito nets. The 


trend increases the importance of product tags. Measure the 


sales appeal of your tags against these 12 pointers. 


mms A recent survey 
reveals that 820 of the country’s 
major department stores are shift- 
ing between 20% and 100% of their 
selling from clerk service to self- 
selection. Similarly, self-service pro- 
cedures are becoming increasingly 
common among other types of re- 
tail outlets. 

What this means is that mer- 
chandise tags have become in- 
creasingly significant as sales-mak- 
ers—or_ sales-losers. With fewer 
salespeople to tell customers about 
the products they buy, the job rests 
heavily on the merchandise tags. 
In most cases, this throws the re- 
sponsibility back from the seller to 
the manufacturer, who designs and 
attaches the tag to his product. 

Retailers aren’t so sure manufac- 
turers are doing as good a job as 
they could. For example, of 800 
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department store merchandise man- 
agers surveyed, 74% said that tags 
should be more informative. 

Here are a dozen ways to check 
on whether your company’s tags 
are all they should be; and if 
they're not, what can be done 
about it. 


1. Is the tag sturdy and at- 
tached to the merchandise 
securely? 

Obviously, more _ self-service 
means more rough handling. Is your 
tag made of sturdy material such 
as cardboard or cloth? Is it at- 
tached securely to some easily ac- 
cessible part of the product? 


2. Does the design command 
attention? 

Size, standout colors and attrac- 

tive shapes are all important. But 
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all purpose 
chair 


for America’s army 
of men and women 
» office workers... 


6 The seat is thick with 
» foam rubber. The 
© \ posture-curved back- 
 ) rest cradles the small 

of the back in still 
more foam rubber. And you can scuff the fiber glass 
base incessantly—you'll never mar it. It’s a com- 
fortable chair, a rugged chair, and best of all, a low 
priced chair. Ask your Sturgis Dealer to show you 
the 840-G. The Sturgis Posture Chair Company, 
Sturgis, Michigan. Address inquiries to The Sturgis 
Posture Chair Company, General Sales Offices, 154 
East Erie Street, Chicago 11, Illinois. 
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Manpower, INC. 
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~ TEMPORARY REPLACEMENTS 
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Use our 
employees at 
low hourly rates. 
Write for FREE, 
helpful office 





vacation schedule. 


Over 107 
offices 
coast-to-coast 
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manpower, inc. 


MANPOWER, INC. 
820 N. Plankinton Ave., Milwaukee, Wis. 


LY Please send me complete information on 
your temporary help service and a va- 
cation schedule. 
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Regardless of how you ship... 
whether by rail and truck exclusively 
or by parcel post or express, or by a 


combination of these . . . this one 
Baltimore Business Form does the 
complete job better, faster, easier. 
Invoices, labels, packing slips, 
accounting copies and combination 
express-bills of lading leaves all 
typed together on this amazing job- 
tested form. 


Save Money! You can realize 
immediate cash savings through cler- 
ical time and errors reduced by this 
simple form. 


Save Money! Your firm can real- 
ize immediate cash savings. This 








simple form reduces typing time and 
helps eliminate costly clerical errors. 
You owe it to yourself and your com- 
pany to investigate this quick, easy 
way to help streamline and cut costs 
in your billing and shipping operation. 


Free Samples and Recommenda- 
tions! At Baltimore Business Forms 
every representative is an experienced 
system planner, capable of solving 
any business form problem. For your 
free samples call your Baltimore Bus- 
iness Forms representative listed in 
the Yellow Pages, or write direct to: 
THE BALTIMORE BUSINESS FoRMs Co., 
Dept. A, 3142 Frederick Ave., Balti- 
more 29, Maryland. 


The Raltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 


HANDYSET ONE-TIME 
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don’t overlook the fact that your 
tag must look its best under both 
incandescent and fluorescent light- 
ing. Remember, too, that if your 
company has a trade mark or sym- 
bol familiar to the public, the tag 
is the place for it. 


3. Is the type easy to read? 

Millions of shoppers have defec- 
tive vision. Men may wear their 
glasses but women don't like to 
grope through handbags looking 
for their spectacles. Keep the type 
face clean and large. 


4. Is there a blank space for 

the store’s sale price? 

If there is, this gives the cus- 
tomer your sales talk when he looks 
for the price. If there isn’t, it makes 
more work for the store and clut- 
ters up your product with an extra 
—and unnecessary—tag. 


5. Does the copy provide at 
least the minimum informa- 
tion required by federal, 
state and local regulations? 

Don't be annoyed because this 

is a must; frequently this is just 
the sort of information the cus- 
tomer wants. Give it plainly. 


6. Does the tag give facts 
about material, size, length, 
weight, etc.? 

Give all the information, not just 
part of it. Think of all the facts a 
purchaser might want to know and 
include every single one of them— 
even if you don't think it is im- 
portant. 


7. Does the tag clearly explain 
the advantages of special 
materials used? 

Some manufacturers, for exam- 
ple, state on their tags that a dress 
contains orlon—then fail to explain 
that this means little or no iron- 
ing. Don’t make the same kind of 
mistake. If your product contains 
a material that will make it easier 
for consumers to use your product, 
let them know. 


8. Does the tag present all the 
facts regarding care of the 
product? 

If you make small appliances or 
electric tools, tell the purchaser 
how often they must be oiled; how 
they should be stored. In these 
days of automatic dryers as well as 
washers, women want to know if a 
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Short cuts with Recordak Microfilming 


Latest reports on how this low-cost photographic process is simplifying routines 
for more than 100 different types of business . . . thousands of concerns 





NEVER QUESTIONS LONG-DISTANCE CHARGES 


Annandale, Minn. 

Customers of Lakedale Telephone Company can readily 
recall long-distance calls—even if ‘‘forever on the phone.” 

To refresh memories and answer questions in advance, the 
company microfilms the toll tickets, which operators time 
stamp and fill out for each call. These are then sent out with 
the bill. Customers are all for new system—can even check 
the ‘‘minutes spoken” on time-stamped tickets. 

The company, meanwhile, only has to show the total charge 
and tax on its bills—saves posting more than 115,000 toll 
tickets per year. Film costs run under $4 per month ... and 
a low-cost Recordak Microfilmer takes the pictures. 

Small wonder that more than 300 telephone companies 
use this system, which cuts billing costs 50% or more. 


PICTURE TAKING SAVES OVER 100 OPERATIONS 


East Orange, N. J. 

Trained librarians are freed from tedious routines in the 
East Orange Library System by simply pressing a button on 
Recordak Junior Microfilmers. 

These units, installed in the Main Library and two 
branches, photograph the borrower’s card, book card, and a 
date-due card. This ends rubber-stamping, book “‘slipping,”’ 
ecard filing and counting— more than 100 operations all told. 
Same staff now handles twice the circulation ... service to 
public is greatly improved. All over East Orange you'll hear 
about “our library’s progressiveness.”’ “‘Recordak”’ is a trademark 


=RECORDP 


eececeeceeeceecse MAIL COUPON TODAY eo 
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ELIMINATES TISSUE COPIES IN SALES BOOKS 


Los Angeles, Calif. 

The May Co., one of the country’s leading stores, dis- 
covered that microfilm copies cost less than carbon copies and 
are far more practical. More than $10,000 per year is saved 
by using a 2-part sales check instead of one with 3 parts. And 
a like sum is saved on storage costs. 

Here’s how the new system works: Customers get dupli- 
cate tickets with purchases. The originals go to the Sales 
Audit Department, where they are photographed in a 
Recordak Bantam Microfilmer. Film record—instead of 
tissue copies— becomes Sales Audit’s permanent record. Sales 
checks are promptly routed to Accounts Receivable Depart- 
ment ...returned to charge customers with monthly bill. 
(A separate use of Recordak Microfilming cuts costs here.) 

The Recordak Bantam (illust.) is ideal for May Co.’s Sales 
Audit use— photographs and date-stamps up to 500 tickets 
per minute; has an electric counter that gives accurate check 
on sales activity. 

e & « 


A valuable free booklet, 
“Short Cuts that Save 
Millions,” gives many 
tips for cutting costs in 
your business. Just 
mail coupon. 

Prices quoted subject to 
change without notice. 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 
now in its 30th year 
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garment can be machine dried as 
well as machine washed. Give ev- 
ery bit of information you can to 
help your customer take care of 
what he buys. 


9. Does the tag suggest uses 
for the product other than 
the obvious ones? 

| Every woman, for example, 
knows you can fry food in a deep 
frying pan; some don’t know that 
they're fine for simmering stews, 
| too. Every additional use is another 
| reason for buying it. 


10. Does your tag mention 
other items in your line that 
can be used with the prod- 
uct holding the tag? 

Perhaps that skirt has a blouse 

just made to go with it; or that 

| ostrich leather wallet teams up 
| with a cigaret case cut from the 
same bird. Don't keep the infor- 
mation secret; let customers know. 


New 
“Director” 
Series 


Model 28-TA 
Executive Chair 


$5950" 


($63.50 in Zone 2) 


11. Is the copy simple? 

A good tag answers a lot of ques- 
tions in a little space. Keep the 
copy simple or you'll lose your au- 
dience. If there are instructions on 
how to use your product, write 
them so that a child of 12 can 
follow them; don’t let your engi- 
neers supply the prose. And above 
all, have your copy make the prod- 
uct sound as though it were fun to 
use—even if it’s a floor mop. 





Upholstery of chair pictured is Cohama in white 


COSCO We tout 


@ These handsome Cosco Chairs are new. . . 
and news! More generously proportioned, more 


y 12. Is the guarantee stated in 
non-legal language? 

You may have to fight your own 
lawyers on this one, but it’s worth 
it. Keep the language non-techni- 
cal so the prospective purchaser 
understands precisely what you're 
promising. 

These are some of the questions 


luxuriously cushioned, styled in smart square Model 25-S 
tubing. Designed by seating engineers, produced tay to keep in mind when ordering 





($46.50 in Zone 2) 





by skilled craftsmen, to offer day-long comfort, 
life-long wear. De luxe features include dual-con- 
tour molded foam rubber seats, and backrests that 








FS 


your tags. But remember, too, mer- 
chandise tags carry your sales mes- 
sage right into the retail store. 


are foam-cushioned and upholstered front and Model 27-LA That’s point-of-sale advertising. 
back. Give Cosco “Office Fashioned”’ Chairs a free Conference Don’t skimp. 
ten-day trial. Call dealer, listed in yellow secti aa" B f 

-day trial. Call dealer, listed in yellow section $39.50* ecause tags are part of your 


of phone book, or write factory. We'll welcome a 
chance to prove that Cosco can help you earn a 
more comfortable living...can actually help your 
staff feel better and work better! 





($43.50 in Zone 2) 


over-all advertising they should be 
prepared jointly by your top mer- 
chandising and advertising talent, 


probably in cooperation with the 
representative of an established tag 
manufacturer. Only through sueh 
cooperation can your tags be effec- 
tive sales tools. m/m 


Model 23-LD 
General Chair 
$19.95* 

($21.95 in Zone 2) 





HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 





*Ail prices shown are for DuPont Fabrilite upholstery; other fabrics slightly higher. (Zone 2—Texas and 11 Western Stafes) 
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more speed! 





more ease! 





more value! 
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WITH THE NEW MULTIPLYING 
SmMptometer 


COMPTOGRAPH °220 M’ 


Yes, the wonderful new Comptograph “220 M” has six 
new features to make figuring easier... 

NEW Multiplication Key—electric short cut multiplication... 
fully flexible ... even prints both factors and the right answer 


on two easy-to-read lines! @ . 
NEW Dual-Purpose Lever—converts from multiplying to straight X 
adding. 11-digit listing —13 totaling capacity.@ a Oe 
cm 
NEW Color—smart “Autumn Tan,” scientifically selected for ‘ se: 
eye-ease and ready blending with modern office decor. y 


NEW Variable Space Control—adjusts for single or double spac- 
ing. Spaces the way you want them when you need them. 


NEW High Speed—super fast .. . operates at startling speed 
of 220 cycles per minute... over 30% faster than most other 
10-key adding machines. 


NEW More Flexible Keyboard —accepts new figures faster. e.. 


New Comptograph “220 M” combines more fine features 
than any other 10-key listing machine. Here are just a 
few of them... 


Exclusive Automatic Visi-Balance Window—always shows at 
a glance the running debit or credit balance. 


Interlocking Keyboard —won’t accept more than one digit at 
a time. Insures accurate entries. 


Adjustable Keyboard Angle —Lightweight Portability—Two-Color 
Printing—Quiet Rotary Action—Streamlined Styling—Concealed 
Paper Roll—Detachable Cord. 


COMPTOGRAPH “220 M” Figures Faster Than You Think ¥) 


Comptograph’s scientifically designed keyboard elimi- why there’s greater speed and accuracy—lower-cost op- 
nates “lost motion” of hand and arm. Single-cycle keys eration—with Comptograph “220 M.” It’s the world’s 
are engineered to perform just one function, increasing finest all-electric 10-key listing machine. 

speed and efficiency. Add up the features: You'll know- Prove Comptograph “220 M” on your own work, FREE. 














. 3 i a a — a — coe) oo) aon a — 
omptometer i Sole — ee 


TO BETTER SVSsSIineEess 





— Comptometer Corporation 
; , 1712 No. Paulina St., Chicago 22, Ill. 
_, In Canada: Canadian Comptometer, Ltd. 
~ 501 Yonge St., Toronto 5, Toronto 
[) Arrange FREE office trial for me on: 
(©) Send me literature on: 
(] Comptometer Comptograph “220 M" 
(]) Comptometer Commander 
() Comptometer Adding-Caiculating 











Machine 
ONS , wxuieai-teesiteeinsisintiaaibinininiae 
NEW Customatic COMPTOMETER— Comptometer COMMANDER —Insures ac- ON a eS es 
World's fastest way to figure ... now curacy in dictation. Life-time recording poe 
faster than ever. Try it FREE on your own belt saves far more than machine costs. ress _ Reem: 
work. Mail coupon. = | __ See for yourself. Mail coupon. City ee See nA 
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because of 


"I joined Wozar 


his leadership ability." 


Kenneth Lung 
Vice President, Engineering 


whole, the management group 
seemed less a prime mover of the 
company than a dead weight upon 
it. Various members, for exam- 
ple, were literally not on speak- 
ing terms, communicating only 
through terse notes sent back and 
forth by messenger. Others were 
contenting themselves by perform- 
ing only high-level clericai rou- 
tines. Some seemed to have no real 
functions at all. 

Wozar’s task was to alter this 
picture by creating a positive, ag- 
gressive management. Part of the 
job was accomplished by his drive 
to rid the firm of complacency 
(see preceding section). 

But it was soon clear that mere- 
ly distilling the best from the ex- 
isting management was not going 
to be enough. For certain key posi- 
tions it was going to be necessary 
to recruit from the outside. 

The problem was to find, attract 
and hold the key men needed. 
How could top men be drawn to 
a degenerate firm that had been 
losing money for 19 years and was 
known to be still losing? 

The problem was magnified by 
the fact that all company stock 
was held by 83-year-old Board 
Chairman Frank M. Tait. This 
meant that key executives could 
not, under the present scheme, be 
offered the inducement of equity 
in the company. It also introduced 
the question of what would hap- 


















pen to the company, taxwise, in 
the event of Frank Tait’s death. 


THE ANSWER 


Wozar attacked the executive re- 
cruiting job determined to settle 
for nothing less than the best men 
available. This might mean a pro- 
longed search and some expensive 
trial and error, but he felt it would 
be worth it. He didn’t want—nor 
could the company afford—a large 
number of key men. But Wozar 
felt that if he had the support of a 
few top executives who were just 
right for their jobs, they could 
function together smoother, faster, 
and more flexibly than a larger ex- 
ecutive staff. 

Wozar used a number of differ- 
ent methods for his executive re- 
cruiting work, depending upon the 
circumstances. In his own words, 
however, his basic approach was 
this: “Once you find the man you 
want, well, go out and get him. If 
he’s right for your company, you're 
probably right for him too. Build 
your case on this point, then sell 
long and strong enough, and 
chances are you'll win.” 

Wozar points out that he thinks 
the trouble with the way most 
firms try to recruit experienced 
men is that they quit too soon. “If 
a candidate turns down an invita- 
tion, even if he has shown definite 
interest, the company often turns 
away. If their salesmen did that, 
they'd be out of business.” 

How to court an engineer: 
The wooing of Tait Manufactur- 
ing’s present engineering vice 
president is a prime example of 
Wozcar’s recruiting endurance. After 
Wozar had scouted out a number 
of men who might fill the vital 
post as head of the engineering 
program, he finally narrowed his 
preference down to Kenneth Lung, 
who was then with an industrial 
firm in Indiana. Lung was noted 
for his ability to design both prod- 
ucts and the machines to make 
them. This was just the man that 
Tait Manufacturing needed. 

Wozar began his efforts to in- 
terest Lung in a low pressure, in- 
direct way. He sent representa- 
tives to a trade show that Lung 
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was to attend, gave them instruc- 
tions to casually meet the engineer 
and tell him about Tait and the 
program to get it back on a profit- 
able basis. Wozar himself found 
opportunities to “accidentally” 
meet Lung and spend time with 
him, once even arranging a trip so 
that he would be stranded for a 
while in the town where Lung 
lived. 

Not until the pace of the wooing 
had been stepped up did Lung 
become aware that Wozar wanted 
him to join his company. And 
then Lung was reluctant. He was 
not particularly happy where he 
was, but he was getting good offers 
from firms far more sound and suc- 
cessful than Tait. Wozar increased 
his campaign still further, empha- 
sizing the challenge of the job to 
be done at Tait. Finally, after a 
year of such campaigning on Woz- 
ars part, Lung agreed to join the 
company. 

Says Vice President Lung: “The 
thing that finally made me decide 
was the ability and attitude Lou 
Wozar demonstrated as the head 
of this company.” 

Wozar'’s recruiting efforts were 
not always as successful as they 
were in the case of Kenneth Lung. 
For example, he retained a well 
known consulting firm to locate, 
test and check out the three best 
candidates that could be found for 
a certain key job that had to be 
filled. The consultant was paid 
$6,000 for its work. However, the 
man Wozar selected from the three 
candidates who were supplied 
turned out to be a complete fraud 
—a fast talker with a falsified ex- 
perience record. Somehow he had 
dodged through all of the consult- 
ant’s safeguards. 

Despite this experience, Wozar 
is a heavy, almost constant user of 
consultants. Since he has been 
heading up the company, he has 
used half a dozen or more dif- 
ferent consulting firms, on the 
grounds that he wants to tap the 
broadest possible source of ideas 
and management experience. 

Wozar uses consultants to fill the 
gaps in his own management ex- 
perience and to free his own man- 
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agement staff for the planning and 
creative management work they 
are paid to do. Under him and 
reporting directly to him now are 
six key men, each heading up a 
separate phase of the operation. 
The six men also serve with Wozar 
on the company’s Steering Com- 
mittee, which handles matters of 
major company policy. Some of 
these men, in addition to others at 
lower levels, also work together in 
an Advance Committee whose 
function is to predetermine future 
opportunities for the company, 
particularly in the area of new 
product development and diversi- 
fication. 

Wozar jealously guards the exec- 
utive staff he has built. He admits 
to having refused approval of the 
plans of his men to participate in 
the programs of management as- 
sociations, because he doesn’t like 
the idea of dangling his people 
temptingly before the eyes of out- 
fits that would like to steal them 
away. 

On a more positive plane, Wozar 
has arranged both long- and short- 
range compensation and incentive 
programs for the executive group. 
These include the opportunity for 
executives to eventually acquire 
company stock. Recognizing the 
dangers Tait Manufacturing Co. 
faced in having all of its stock held 
by its elderly board chairman, 
Wozar encouraged Frank Tait to 
find a way of protecting the firm. 
The result was that the Frank M. 
Tait Foundation was set up and all 
the company’s stock was turned 
over to it. The foundation serves a 
dual purpose. It is a philanthropic 
organization which provides finan- 
cial aid to worthy educational, sci- 
entific, religious and charitable or- 
ganizations in the Dayton area. 
Wozar is president of the founda- 
tion, and it is organized in such a 
way that some of the Tait Manu- 
facturing stock can eventually be 
released for sale to executives. 

Wozar has learned that his pol- 
icy of operating the company with 
a small but highly qualified man- 
agement staff provides an impor- 
tant by-product benefit. “Good 
men draw other good men,” he 
says. “Once the caliber of our man- 
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agement group became known, 
top candidates started coming to 
us for jobs. Now we don't have to 
worry about recruiting the kind of 
people we need.” 


PROBLEM NUMBER 3: 


How to Research Your 
Way Out of a Hole 


Product engineering that was pro- 
duction oriented put the firm in 
the black. 


™ 1949, Louis Wozar’s first full 
year with Tait Manufacturing Co., 
ended in the red. Wozar had made 
a big step forward in converting 
the general attitude of compla- 
cency. He had established the nu- 
cleus of a sound top management 
staff. The sales force had been ac- 
tivated. But still the company lost 
money. Reason: it had no worthy 
products to sell. 

So now product development 
had become the dominant area of 
activity. Kenneth Lung, the com- 
panys new head of engineering 
and research, became the focal 
point in the campaign to reach a 
position of profits. Lung faced the 


problem of both providing a line 
of products that could be sold, and 
a means of producing them eco- 
nomically. 


THE ANSWER 


The first new product that Lung 
had designed was a pump based 
on the same axial flow principle 
used in jet engines. When it was 
announced, the pump caused a 
mild sensation in the industry, for 
it was the first major improvement 
that had been made in centrifugal 
pumps in a half century. However, 
the pump’s value to the company 
was limited only to publicity. It 
had little sales potential and, since 
the company’s plant was still in a 
state of dishevelment, there was 
no way to economically manufac- 
ture it. 

Based on his experience with 
this product, Lung changed his ap- 
proach to product development. 
He decided to follow the some- 
what confining but very practical 
approach of designing his products 
around the firm’s existing ma- 
chines. 

Lung and his men began to 
spend a good portion of their time 
in the plant, rather than in their 
engineering offices and drafting 


"We design products around our machines." 
Engineer Lung 














Revolutionary new way to make 
up to 2000 copies of any original 


in less than 15 minutes ...without films, cameras, darkroom 
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A. B. DICK PHOTOCOPY 


using the new 
DUPLICATOR, Model 112 













DEVELOP 


Then simply feed 
negative and exclusive 
A. B. Dick aluminum 
transfer offset plate 
into developer section 
of machine. 










EXPOSE 


Just place original 
and special A. B. Dick 
negative paper into 


machine. Exposure is 
automatic. 































ANY ORIGINAL 
Original can be an important letter, 
bulletin, price list, report or complex 
engineering drawing . . . anything 
written, drawn, printed or duplicated. 




















PROCESS 


Ninety seconds 
to process... 













DUPLICATE 
In less than 3 minutes elapsed time 
copies come off this A. B. Dick 
Model 350 offset duplicator. 











Think of it—from original to aluminum offset plate 
to finished copies in less than 3 minutes. Up to 
2000 copies in less than 15 minutes. All without the 
chore of re-typing or hand-copying, proofreading and 
checking. All without films, cameras and darkroom 


equipment. Mail coupon today for complete information. 


MAIL THIS COUPON TODAY! 


A.B. DICK COMPANY 
5700 West Touhy Avenue, Chicago 31, Illinois 
Please tell us more about “the new way to make 


up to 2000 copies of any original in less than 
15 minutes.” 

















® 
=< | FSF A-B-DICK 
Company___ = 
CT DUPLICATING PRODUCTS 
City Zone | | 
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room. They studied the equipment 
on hand and found imaginative, 
inexpensive ways to improve it. 
They made suggestions for changes 
in workflow. They found scores of 
small ways to inject small produc- 
tion efficiencies which together 
composed sizable savings. They 
made mental notes of what new 
equipment would help to link var- 
ious processes together. They be- 
gan projecting a plan for the big- 
ger and better machinery they 
would like to have if and when 
funds were available. 

In the meantime, Lung was ap- 
plying himself to the design of a 
product with a vast potential mar- 
ket: a completely packaged water 
pumping system. He kept both 
production and sales requirements 
in mind as he proceeded with his 
design work. He added an unusual 
sales appeal by making the pump 
convertible from shallow to deep 
well use without the need for add- 
ed pump parts. And he designed 
the product in such a way that it 
could be produced with the com- 
pany’s existing machines at a cost 
that would permit a selling price 
of less than $100—far below the 
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price of any competing product 
then on the market. 

Confused competitors: Finally, 
when the product hit the market, 
other pump manufacturers were 
startled. They could not believe 
that any company—least of all Tait 
—was capable of manufacturing the 
product at the price at which it was 
being offered. Some firms felt that 
Tait was deliberately pricing its 


R. D. Weaver 
Treasurer 


Wozar 





product at a loss as a means of 
wedging into the market and build- 
ing up a wholesaler organization. 
Some felt it was only a matter of 
time before Tait would go bankrupt. 

Wozar intercepted a_ bulletin 
that one of his angry competitors 
had issued to all its sales represen- 
tatives concerning the new Tait 
pump. It read in part: 

“We simply cannot meet what 
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va new Pitney- Bowes 


Mail Insertin 
Machine 


@ THis NEw PB Model 3100 Mail Inserting 
Machine gathers, nests and stuffs in envelopes as 
many as four assorted enclosures... closes, seals 
and counts the envelopes at speeds up to 6,000 
an hour. With a single operator, it has the 
capacity of eight experienced workers! 


@ The “3100” does away with costly, tiresome 
stuffing by hand...stops the diversion of office 
people from their regular tasks, minimizes costly 
overtime, and hiring extra temporary workers 
...permits the accurate scheduling of mailings, 
and a far wider use of the mails to promote your 
product or service. 


@ Users report savings up to $7.00 per thousand 
pieces! Even with only occasional use, the 
“3100” shows substantial savings. 


@ Fastest inserting machine made, it is also 
the most accurate, automatically detects errors 
before envelopes are filled. Highly dependable. 
User-tested for five years. Some machines have 
processed more than 15 million mailings! 


@ The “3100” can be easily set for any job in a 
few minutes—all controls are at operator’s finger- 
tips. Its trouble-free friction feed handles widest 
range of sizes in envelopes and enclosures, in- 
cluding billings and bulletins, tabulating cards 
and checks, direct mail advertising of all kinds. 


Collates and nests enclosures; 

opens and stuffs, counts, seals and 

stacks 6,000 envelopes per hour! 

An optional postage meter machine provides 


simultaneously preferred metered mail @ The “3100” is saving time and money for 
postage—first or third class; or alternative hundreds of companies. Even if you have only 
postage. Handles up to four enclosures; one major mailing a quarter, you should still 
accessory equipment for special requirements. investigate the “3100”. For a demonstration, call 
Backed by Pitney-Bowes famed the nearest PB office, or send coupon for free 

postage meter service, coast to coast! literature and “case studies” of actual savings. 
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PITNEY-Bowe_Es, INC. 
4550 Crosby Street, 
Stamford, Conn. 
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Pitney- Bowes 


~ 
| SA 
RESIS 
(rs) Originators of the postage meter. Leading makers 


of mailing machines. 102 branch offices, with 
service coast to coast in U.S. and Canada. 
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we consider to be totally unrealistic 
prices, and believe other manufac- 
turers cannot do so either without 
risk of serious loss. We feel further 
this confusion will continue until 
some unforeseeable event  [i.e., 
Tait’s bankruptcy] permits the in- 
dustry to stabilize itself and estab- 
lish its general pricing on a sound 
and reasonable basis. . . . We de- 
plore this action on the part of the 
concern that initiated this chain of 
events as it puts other manufac- 
turers in the industry in the un- 
comfortable position of being 
accused of, by inference, accumu- 
lation of excessive profits. . . .” 

All of this excitement and so- 
called confusion, of course, reflect- 
ed favorably on Tait. A spectacular 
advertising campaign was under- 
taken to push sales up.* And as 
sales rose, Tait began to edge 
slowly out of the red, finally cross- 
ing that all-important line into the 
black. 

In the meantime, engineer Lung 
continued to turn out advanced 
new products, finally providing the 
company with a complete modern 
line of pumps and related prod- 
ucts. Over a three-year period, ev- 


Charles W. Rike, vice president for 
production and materials control. 
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ery one of the products that had 
been traditionally made by Tait 
was re-engineered and redesigned. 

As sales and profits continued 
upward, more funds became avail- 
able for streamlining the produc- 
tion lines (and for repaying the 
debt to founder Frank Tait); this 
resulted in a spiraling pattern of 
still more economies and thus more 
profits for purchasing more, bigger 
and better equipment. Lung him- 
self has helped to design much of 
the automatic machinery that is 
now in use in Tait’s plant. 

Says Wozar: “The work that 
Ken Lung has done for Tait is the 
strongest evidence I know of what 
a good man can do when he is 
given the freedom to do it, and 
the full support and cooperation of 
the management that stands be- 
hind him.” 


PROBLEM NUMBER 4: 


How to Get Work from a 
Work Force 


Foreman training and use of short- 
range goals are two of this firm’s 
ways. 


® Despite the advancements Tait 
Manufacturing Co. was making, 
all was not smooth on the labor 
front. 

Much benefit had resulted from 
the pattern of management vigi- 
lance and vitality Louis Wozar es- 
tablished when he first joined the 
firm. But he did not—and had not 
expected to—make a _ complete 
overnight change in thoroughly 
negative attitudes. Especially 
among older workers, resistance to 
Wozar’s efforts persisted. In fact, 
just when Tait was beginning to 
build up momentum, it was ham- 
pered by strikes two years in suc- 
cession. 


*One other method Tait uses to increase 
sales is a spring —s program launched four 
years ago by Robert D. Weaver, financial vice 
president. Under the plan, shipments made to 
wholesalers in the fall and winter are not pay- 
able until the rege ede | April. Thus whole- 
salers are able to build up their inventories 
in preparation for the big spring selling rush 
without tying up their own working capital. 
Tait borrows about a half million po each 
year to finance the plan, but now can re 
such loans with no difficulty. Success of the 
plan is evidenced by the fact that competing 
firms are following suit. 





Clergyman Arthur E. Layman, vice 
president for industrial relations. 


“These strikes were temper tan- 
trums,” says Arthur E. Layman, 
vice president for industrial rela- 
tions. 

Layman, a practicing clergyman 
in addition to serving Tait full- 
time, gives two underlying reasons 
for the labor difficulties. First, 
workers resented management's 
intrusion into their low-paced 
methods because they had never 
been given a basic understanding 
of the economics of operating an 
enterprise. Second, foremen had 
little or no idea of how to deal 
with their men. Lacking support 
from above, they had been backed 
into a corner by the union (for- 
merly the UE, now the IUE). 


THE ANSWER 


Wozar and his group attacked 
the problem first by making clear 
that there would be no compro- 
mise in management’s endeavor to 
run a tightly controlled, efficient 
plant. Time and motion study men 
became a common sight—and still 
are. Charles W. Rike, vice presi- 
dent for production and materials 
control, devised a unique system 
that, with a minimum of paper- 
work, flags a letdown in any area 
~—including the rate of each work- 
er's production. 

But Wozar made it known— 
through words and actions—that 
efficiency and tighter management 
control were going to benefit ev- 
eryone. The communications pro- 
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LEADING COMPANIES EVERYWHERE ARE ADOPTING COPYFLEX ONE-WRITING METHOD! 












Brown & Bigelow, world’s largest calendar and adver- 
tising specialties house and famous for its hundreds 
of items trademarked Remembrance Advertising, uses 
Copyflex to make exact, legible copies of customers’ 
original orders for imprinted advertising items. These 
copies are returned to customers for a recheck of the 
advertising messages and as their file copies for ready, 
reliable reference. This pleases customers, helps avoid 
misunderstandings and prevents errors that may mean 

costly re-runs of advertising items. Nee 
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‘te Minneapolis-Honeywell Regulator Company, world’s 
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: > 3 ; a leading manufacturer of automatic controls, uses 
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Copyfiex in its Aeronautical Division to speed and 
simplify production control paperwork. Parts orders 
and assembly orders for such complex devices as 
this earth-satellite guidance reference system, plus 
all related records, are reproduced by Copyflex 
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ee Aas directly from translucent originals without retyp- 
\ LO ing or rewriting information from one form to 
we another. This helps speed operations, slashes cler- 
ataw ical cost and errors. 
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Paperwork, 
Eliminate 
erical Copying! 


Everywhere, alert firms like those described here are suming clerical copying. This frees personnel for 
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gram was formalized and expand- 
ed to include letters to employees 
at their homes, and a new com- 
pany publication that gave work- 
ers the economic facts of life. 
Incentive wage programs and a 
bonus plan were installed, dem- 
onstrating in actual dollars and 
cents that if employees pitched in 
they could become the highest 
paid workers in their field. 

Two simple but prime methods 
Wozar has used to get his workers 
on his side are 1) setting specific 
short-range goals, and 2) being 
generous with recognition. 

Striving for a goal that is not 
too far off, Wozar has found, has 
the effect of pulling people to- 
gether into a cohesive team. 

Tait people are continually striv- 
ing for a near term goal. For ex- 
ample, last year the name of the 
company was changed from Day- 
ton Pump and Manufacturing Co. 
to Tait Manufacturing Co., partly 
as a means of dramatizing the 
change from an old to a new, fresh 
operation. Wozar used the name 
change to stir up worker enthusi- 
asm for a campaign to give the 
company its best record during the 
first year under the new name. 
Presently employees are being en- 
couraged to set another new rec- 
ord of accomplishment—to be re- 
ported next year when the firm 
celebrates its 50th anniversary. At 
that time, Wozar hopes to be able 
to report that Tait has taken over 
first place in its industry. Presently, 
at every turn in Tait’s plant and 
office, signs and banners broadcast 
the slogan, “Advance to 50.” 

To mark the 50th anniversary, a 
banquet is being planned for all 
employees. Similar events have 
been held in the past, and they 
demonstrate the company’s policy 
of giving special recognition to ev- 
ery employee who deserves it. For 
example, at a banquet held early 
this year to celebrate the first year 
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of operation under the new com- 
pany name, awards were present- 
ed to dozens of employees for every 
kind of achievement, ranging from 
success in conducting the plant’s 
Community Chest campaign to 
credit for ideas contributed in the 
suggestion system. 

Foreman training: This kind of 
employee relations, however, forms 
only one prong of a dual program. 
Equally important, if not more so, 
has been the effort to train and 
develop foremen as effective man- 
agement representatives. 

The first step was to make cer- 
tain that the right men were in 
the foremanship posts. A clinical 
psychologist was brought in for 
counsel and testing. Then a train- 
ing program was undertaken to 
show the foremen what was wrong 
with the way they were doing their 
jobs—and that they were capable 
of doing a lot better. Says Arthur 
Layman: “We first developed a 
hunger for more knowledge of bet- 
ter methods. Then we began satis- 
fying this hunger with regular 
meals of management know how.” 

The foreman training program is 
now formalized into a program of 
regular weekly meetings for the en- 
tire supervisory group, almost 40 
men in all. These men get together 
each Thursday afternoon to discuss 
one or more specific phases of com- 
pany operation. Once a month the 
meeting is devoted to a review of 
departmental budgets. Other sub- 
jects discussed include the union 
contract, customer relations, sales 
promotion, engineering develop- 
ments, and the firm’s Methods Ad- 
vancement Program, which is a 
special kind of suggestion system 
for the supervisory group alone. 

President Wozar feels that by 
using these and other methods, 
Tait Manufacturing Co. has been 
able to create a strongly unified 
staff of cooperative workers, super- 
visors and management. But he 
feels that building attitudes will 
continue as one of his chief respon- 
sibilities. 

“If we can maintain’ and 
strengthen the attitudes we have 
around here now,” he says, “I 
frankly think there is no limit to 
where this company can go.” 


PROFILE OF A NEW KIND 


OF MANAGER 


Less than 10 years ago, Tait 
Manufacturing Co. was at the bot- 
tom of the heap of 90 competitors. 
Now it is at the top, pressing for 
first place. Its sales last year were 
25% above the industry average, 
which represents a 1379% sales 
growth since 1951. 

Throughout business and indus- 
try, the emphasis today is on scien- 
tific management. But many exec- 
utives misunderstand the signifi- 
cance of scientific management. 
They think of it as elaborate, high- 
ly complex methods that can be 
applied only by highly specialized 
management “experts.” And small 
firms often rationalize that this 
places them at a disadvantage, be- 
cause they can't afford the luxury 
of a staff of experts. 

The case of Tait Manufacturing 
Co. should serve to disprove this 
opinion. President Louis Wozar has 
not had the time to learn or apply 
elaborate management methods. 
For the most part, he has used 
only simple and unsophisticated 
management techniques. He oper- 
ates with a small management staff 
by relying heavily on outside help 
in solving specialized problems. 

The results of his approach seem 
to speak for themselves. m/m 


"There's no limit to where 


this company can go now." 


Wozar 
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suLIUS KLEIN, President, Gas Appliance 
Manufacturers Association, and Presi- 
dent, Caloric Appliance Corp. 







MODERN PLanT of the CALORIC APPLIANCE CORP. in Topton, Pa., which has 
been producing top quality gas ranges for over 60 years. 


TWO NATIONAL “31's” handle all General Accounting: Accounts Receivable, Accounts Payable, Sales 
Analysis, Tax Reporting, General Ledger, etc. 


“Our ational System 
saves us °26,000 a year... 


pays for itself every 12 months 


“Our expcrience with National ma- 
chines has been extremely gratify- 
ing,’ writes Julius Klein, President 
of the Caloric Appliance Corp., and 
an outstanding figure in the appliance 
industry. ‘‘Our National System 
saves us $26,000 a year in labor cost 
and tabulating rentals. 

“Two ‘Class 31’ accounting ma- 
chines handle all our General Ledger, 
Accounts Payable, Accounts Receiv- 
able, and miscellaneous accounting. 
This efficient combination of Na- 
tionals keeps all our records accurate 








A National 142 is used for Payroll Writing and Labor 
Distribution. 


sd 


—Caloric Appliance Corp., Topton, Pa. 


and up to date. Now, our monthly 
reports are always on time. 

“Our National System has brought 
about such improvement in the effi- 
ciency of our accounting that it pays 
for itself every 12 months. That is a 
record that speaks for itself!’ 


cn: 


President, Gas Appliance 
Manufacturers Association; 






President, Caloric Appliance Corp. 
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A modern National System can reduce 
operating costs and increase efficiency in 
your business operation, too. Your nearby 
National representative—a trained systems 
analyst—will gladly survey your needs and 
outline a National System tailor-made to 
your operation. He’s listed in the yellow 
pages of your phone book. 
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. 1BM FASHIONS TEXTILE SAVINGS You won't notice it in the bright pattern of a piece of yard goods 
- MANY WAYS : or the trim fit of your new suit—but IBM business machines and 


electronic systems play a vital role in spinning a breathtaking range 
of new fibers, textures and colors into your life. 


Familiar IBM punched cards and processing machines daily analyze 
thousands of purchases to reveal your favorites in fashion and 
fabric for America’s textile industry. In mills, they help keep 

* quality high, inventory controlled, looms humming. In offices, 
they speed through everyday business tasks and produce savings that 
show up in better goods at lower prices. 


Yes, every day, in uncounted ways, IBM helps add to the pleasure 





. of daily living...the progress and profit of business. 
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